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For managers, professionals, students or anyone 
who needs a great looking resume - fast! 


Cane a good looking resume is an essential part of managing your career. And creating 
that resume yourse/f ensures it will accurately represent you. But using a word processor to 
get that professional look is almost impossible since resumes require mixing multiple fonts, 
text styles, and tab settings on a single page. Now, there is a solution. 


The Resume Kit contains everything you need to write, format and print a truly great 
resume - in minutes! Select from the list of nine resume styles and fill in the on-screen ! 
forms with your experience, education, skills and interests. Simply choose from a variety of 

character fonts and use bold facing, underlining and spacing to get a professional looking, | 
formatted resume in a snap. And making adjustments.is easy when you preview your work | 
on-screen. Change the font or the spacing between sections. Or, add a line after yourname | 
for emphasis. The Resume Kit is automatic - yet offers the flexibility you need fora a: 
resume Style that's completely your own. : os ee 
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Fonts and text styles are as easy to use a 
with IBM® compatibles... ln a keystroke, your resume is printed and ready to go. The whole writing process - from a 
start to finish - can take as little as 30 minutes. You may even want to create several 
Kes resumes in different styles to emphasize various skills or target specific jobs. And, The 
eer Resume Kit supports over 200 of the most popular printers. | 
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"sng am pe | But that's not all! The Resume Kit inchudés other essential job hunting helpers such as a | 
ome eee ames word processor for writing cover and follow up letters. There is also acomplete on-screen | 
calendar system to record activity, keep track of appointments and remind you of call back | 
dates. The Resume Kit has everything you need to make your job search pale - : 


and successful! 
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Program Features ——————____s____ ~ 


EDUCATION 


INTERESTS 


m= Automatic resume formatting that can be customized to your personal needs. a 
mm Nine resume types: tee 
Quick & Easy Business re eee. | 


General Professional | 
Computer Engineering | 
Standard Student : 
Academic . : 


..as they are with Macintosh®. ; 
Chronological, curriculum vitae, target skill or accomplishment formats. — | 
Word processor for cover and follow up letters. 

100,000 word spell corrector. 4 
IBM users have three fonts to choose from (plus resident printer fontsi 
Mac users can choose from any installed system font. 

On-screen templates for easy input. 

Context sensitive, on-screen help. 

Mac users can format right on screen with interactive page preview. 
On-screen calendar to keep track of appointments. 
Interview tips and complete job hunting guide. 
Helpful hints for effective resume writing. 


"The Resume Kit is worth its price in 
time and effort saved, not to mention 
the edge a targeted resume can give 
by presenting you in the best 
possible light.” 

THE DENVER POST 


"Job seekers will appreciate the 
built-in calendar, ...and a database 
for keeping track of contacts..." 
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© 1989 Spinnaker Scftware Corporation. BetterWorking The Resume Kit is a trademark of Spinnaker Software Corporation, One Kendall Square, 
WRAP-R KTA Cambridge, MA 02139. All Rights Reserved. Spinnaker is a registered trademark of Spinnaker Software Corporation. All other products are 
* trademarks of their respective companies. 


F Getter Harting re 

et, s 

MeeFor the Apple Macintosh 

mee Requires: Hacintosh Plus, SE,or If 
m with 1 fg wenorg, an 800K disk drive, 


fee Systen 4.2 or later,Finder 6.0 or later. 


ee a 


ie (C1990, Spinnaker Software Corp. 
m Hacintesh is a registered tradenark ef 4> 


at Computer, Inc. 


Rights Reserved. on ume a 
_RKT-HC Soaadad 


Better Working us 
The Resume Kit 


- 


e 


a 


v 
” 


% 


SONS geet 


y 3 ° oan Rigs tara 
de ol : . “Eps 


SIE a RS ET 


INTRODUCTION 


Is the agony of writing a resume the only thing standing between you and an energetic job search? Does 
the task loom so large that you continually push it off for another day? The Resume Kit will ease your 
fears. It makes resume writing simple and painless. 


With Resume Kit, you quickly create professional-looking resumes of superior quality. The program offers 
nine pre-set resume formats, plus custom-design capabilities including a wide selection of style and layout 
options. 


The Resume Kit is not just a resume program. It is a complete job-search assistant. The program includes: 


A built-in word processor for writing cover letters and correspondence. 

An envelope writing feature. 

A contact/employer database, to help you keep track of people to whom you have spoken. 
A reminder system and built-in calendar for appointment scheduling. 

Interactive page preview. 

On-screen help. 


A manual including sections on negotiating the job market, interview techniques and writing cover 
letters; plus sample resumes and a resource list. 
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HOW TO USE THIS MANUAL 


This manual can help you with all aspects of resume writing and job hunting. It contains four sections, 
“Getting Started,” “Tutorial,” Reference Guide,” and “Resume and Job Hunting Guidelines.” 


“Getting Started” contains general information on the program and how to begin using this software. 
“Tutorial” is a tour through the program which will guide you through creating your first resume. 
“Reference Guide” gives complete information on all aspects of the program and options available. 
“Resume and Job Hunting Guidelines” contains valuable suggestions for all aspects of your job search, 


from writing your first resume and making contacts to preparing for an interview and writing thank you 
letters. 


HARDWARE REQUIREMENTS AND PACKAGE INFORMATION 


Resume Kit supports the Macintosh 512, Plus, SE, and II. The program requires a minimum of 512 RAM 
(Random Access Memory). It supports all Apple and compatible dot-matrix and PostScript printers. 


TABLE OF CONTENTS | 
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WARRANTY and COPYRIGHT INFORMATION 


You do not have the right to make unlimited copies of this software, as it is protected by computer software 
copyright laws. Backup copies are for personal use by the purchaser only, and any additional copies are 
unlawful without written permission from Spinnaker Software Corp. It is also illegal to use this product on 
more than one machine at a time, or to give a copy to someone else. 


Our warranty policy states that if a program fails to work within 30 days of purchase, the software can be 
replaced. Programs that have become damaged at any time or programs purchased more than 30 days ago 
may also be replaced through us, however, there is a charge of $5.00 per program for this service. 


Your program may be replaced by sending us your disk(s) along with a brief note of explanation. Please 
include a check or money order in the amount of $5.00 per replacement program if applicable. Requests 
for replacements covered by our warranty must be accompanied by a dated sales receipt. 


Our address is: Spinnaker Software 
1 Kendall Square 
Cambridge, MA 02139 


Apple and Macintosh are registered trademarks of Apple Computer Corporation. Resume Kit is a 
registered trademark of Spinnaker Software Corp. 


This software product is copyrighted and all rights are reserved by Spinnaker Software Corporation. The 
distribution and sale of this product are intended for the use of the original purchaser only and for use only 

on the computer system specified. Lawful users of this program are hereby licensed only to read the 
program from its medium into memory of a computer for the purpose of executing this program. Copying, 
duplicating, selling or otherwise distributing this product is hereby expressly forbidden. 


Copyright 1989 Spinnaker Software Corp., One Kendall Square, Cambridge, MA 02139. All rights 
reserved. 


The repair and replacement remedies granted to the customer are the sole and exclusive remedy against 
SPINNAKER SOFTWARE for breach of warranty, express or implied, or for any default whatsoever 
relating to the condition of the product. The above is a limited warranty and the only warranty made by 
SPINNAKER SOFTWARE. Any and all other warranties, whether express or implied, including the 
warranties of merchantability and fitness for a particular purpose, are expressly excluded. SPINNAKER 
SOFTWARE shall not be liable for any special, incidental, or consequential damages even if it is expressly 
understood and agreed that SPINNAKER SOFTWARE makes no representation or warranty regarding the 
results obtainable through use of the product. 


Vill 


CUSTOMER SERVICE INFORMATION 


If you begin to have trouble with your Resume Kit program there are a few things you should check before 
calling customer service. If you are running any RAM-resident programs (TSRs) remove them from your 
system and try again. If you are using MultiFinder, try using just the Finder. Check your system folder to 
be sure it is intact. If you are having trouble printing, check to be sure it is installed in the system and has 
been chosen in the Chooser. Check to be sure the printer is hooked up to the computer, is on and on-line, 
and that it has paper. , 


If you continue to have trouble with your Resume Kit program customer service is available. Spinnaker 
Software’s Customer Service Department is open Monday through Thursday 10:00am to 5:00pm (Eastern 
Standard Time) and Friday 10:00am to 4:30pm (Eastern Standard Time). The telephone number is (617) 
494-9384. 


When calling you will be greeted by an automated system. Please listen and respond carefully to the 
questions asked by the system. The system may speed up resolution of your problem considerably. If the 
automated system is unable to assist you with your problem, you will be transferred to a Customer Service 
Representative. 


So that we may serve you more efficiently, please have the following information ready: 


CL) Name of Product: Resume Kit for the Macintosh 
L} Version Number: 

() System Software Version Number: 

[} How much RAM does your computer have? 


() Are you running any RAM-resident software? 


If you are having trouble printing, be ready to give specific details, including: 
(} Printer make and model: 
(J Is the printer installed in your system? 
() Have you selected the printer in the Chooser? 
C} What page setup settings have you used? 
[J What does the screen say when you attempt to print out? 


(J What actually prints out? 
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SECTION I: GETTING STARTED | 


BEFORE YOU BEGIN 


You are probably anxious to get started working with the program. Don’t worry. You will be working on 
your resume in no time. But before you begin, there are a few steps you need to take which will make your 
life a lot easier in the long run. The proper preparations are quick and easy, and they will save you a great 
deal of time and aggravation later. 


Macintosh basics you will need to know... 


Before you begin to use the Resume Kit, make sure you are familiar with the basics of operating the 
Macintosh. You should know how to use the mouse, and how icons work on the desktop computer. You 
Should be familiar with the process of opening and closing files and documents, and starting up and 
shutting down your computer. Also, be familiar with the terms click, double-click, select and drag. 
Understand how confirmation and input boxes work within the Macintosh system software. If you are 
unsure about any of these, consult your computer's owner’s manual. 


Manual Standards 


We use standard styles in this manual to refer to keys and functions. If you are asked to select an option 
from a menu it will be in italicized type, such as “select Print from the File menu.” When you are asked to 
type in something, it will be in boldface type. When you are asked to press a key, such as the <Tab> key 
or <Return>, it will be placed in arrow brackets and the content of the brackets bolded. When you are 
asked to click on an area on the screen, the name of that screen button, such as OK or Cancel, will be in 
boldfaced and italicized type. | 


Input boxes and screens are used throughout the program to enter information into the program in a 
structured manner. An example of an input screen would be the main resume information screen: 


' & File Edit Mailing Contacts Calendar Format 


2 S-_]_S__2z====] untitled 
Location 1! Location 2 


Heading 
: Street Address 
) City, State, Zip 
: Telephone 
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Section Title Section Category 


ae your Name as you wish it te appear at 
the top of your resume. 


OBJECTIVE 
EXPERIENCE 
EDUCATION 
PERSONAL 
REFERENCES 


seis SANA Qi PL RUNES NSE SD NRL HO RES MEDD 


Confirmation boxes ask you to make specific choices. Often the choices are “Yes” or “No” (or “Cancel”). 
An example of a confirmation box is the the following box which asks you whether or not you wish to save 
information: 


Do You Wish to Save Changes? 


In many instances you are provided with default values and/or quick keys which may take the place of | 
using the mouse to select or click on an area. If a screen button on which you might normally click has a 
double border surrounding it, it is the default, and pressing <Return> will accomplish the same goal as 
clicking on that screen button. If quick keys are available for an option, they will be mentioned in 
parentheses when selecting that option is mentioned in the manual. You can also find out about quick keys 
by looking at the menu where that option is listed. 


Edit Mailing Contacts Calendar Format 


New Resume 36N 
Open Resume 30 
Close Resume sl 


doS 


Save 
Save Hs... 
Page Preview 

Page Setup... 
Print... 


Quit 


If, next to the option, there is shown a command key ($€) and a letter or number, then pressing 
<Command><(letter or number)> will accomplish the same goal as using the mouse to select that option. 


Making a back-up... 


All computer users eventually experience the anguish of losing, destroying or deleting a disk. Don’t join the 
_ “if only I had made a back-up...” club; make a copy of your disks in case anything happens to the originals. 


Single Floppy Drive System 


To copy a disk on a single floppy drive system, first turn on your Macintosh and place the system disk in 
the disk drive. When the menu appears, click on the File menu and drag the cursor down to Eject 
(<Command><E>) to select it. Replace the system disk with a blank disk. Follow the on-screen prompts 
to initialize the disk as two sided. Name the disk with a name you will remember. If the system asks you 
to swap between the system disk and the disk you are formatting, do so. When the disk is formatted, the 
disk icon will appear on the right of the screen. Again, click the mouse cursor on the File menu and drag 
down to select Eject (<Command><E>). This time insert the Resume Kit original disk into the drive. 
When the icon appears, click on it and drag it on top of the backup disk icon. A confirmation box will ask 
you if you really want to replace the contents of the backup disk with the contents of the original disk. 
Click on OK or press <Return>. You will be prompted to swap the backup and the original a number of 
times. Do so. When the process is complete you will have a back up disk to work from. 


Dual Floppy Drive System 


To make a backup copy on a dual floppy drive system, first turn on your Macintosh and place the system 
disk in one of the drives. Place the blank disk on the other drive. Follow the on-screen prompts to 
initialize it as two-sided. Name the disk something you will remember. When initialization is complete, 
click on the system disk to select it. Then select Eject (<Command><E>) from the File menu. Replace 
the system disk with the Resume Kit original disk. When the icon appears for the original disk, click on it 
and drag it onto the backup disk icon. A confirmation screen will appear and ask you if you really want to 
replace the contents of the backup disk with the contents of the original Resume Kit disk. Click on OK or 
press <Return>. When the copying process is complete you will have a backup disk to work from. 


Installing the program on a hard drive system... 


To install the Resume Kit on a hard drive system, first turn on your Macintosh and double click on the hard 
disk icon to open the disk. Then, create a folder called Resume Kit by clicking on the File menu and 
dragging the highlight bar to select New Folder (<Command><N>). Insert the original Resume Kit disk 
into the disk drive, then when the disk icon appears, double click on it to open the disk. If necessary, move 
the box around so that your new folder on the hard disk is visible. 


Select the contents of the Resume Kit disk either one at a time, or by the shift-click method (click an item, 
and select additional items by holding down the <Shift> button while clicking on the items). Drag the 
contents of the Resume Kit disk on top of the new folder icon. When the copying is finished, double-click 
on the new folder on the hard disk to open it and be sure everything copied properly. Put the original 
Resume Kit disk in a safe place. 


Running the Program on a Floppy Drive System 
Single floppy drive system: 


You should note that if you are using the program on a single floppy system, you will be required to do a 
lot of disk-switching. This should not pose a problem or confuse you because it is very simple, but it does 
take a little time. You will be asked to insert the start-up disk first, then the Resume Kit disk, switching 
until the program is booted up. Then you will have to switch with the data disk when it comes time to 
store your work. You may want to store it temporarily on either the start-up or the program disk. 


Dual floppy drive system: 


Because you can insert both the start-up and program disks simultaneously in a double floppy system, 
there is less disk-switching involved. The only time this is required is when you are using a separate data 
disk, in which case you need to switch disks a bit in order to load your work on to the data disk. 
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SECTION II: TUTORIAL | 


Open the Program 


To open the program, first turn on your computer. If you are using either a single floppy drive system or a 
dual floppy drive system, start up your computer with your system disk in the drive, and then either swap 
disks with the Resume Kit backup disk, or insert the Resume Kit disk in the second drive. If you are using 
a hard disk system, double-click on the hard disk icon to display the Resume Kit folder. When the the 
Resume Kit disk folder, appears on your screen, double-click on the Resume Kit folder icon. This will 
open up the disk or folder and display the files. Now double-click on the Resume Kit file icon, the 
fishhook, to open up the program. 


A menu will appear at the top of the screen with the following options: Apple, File, Edit, Mailing, 
Contacts, Calendar and Format. 


& File Edit Mailing Contacts Calendar Format 


To begin using Resume Kit, go to the File menu. Click on File (pressing down on the mouse clicker) and a 
drop-down menu will appear, giving you three options (the options highlighted in bold face): New Resume 
(<Command><N>), Open Resume (<Command><O>) and Quit (<Command><Q>). Drag the arrow to 
New Resume (<Command><N>) and release. This will take you to the next screen. 


Edit Mailing Contacts Calendar Format 
New Resume 36N 
Open Resume 30 
Close Resume sl 


Save 
Save As... 


doS 


Page Preview 
Page Setup... 


Choosing the Type of Resume That is Best for You 


The next screen asks you to choose which type of resume you would like to create. 


Note: There are a total of nine options from which to choose, but only five are displayed in the box at one 
time. You can display the remaining options by clicking the arrows (up, down) to the right of the box. 


Select the type of Resume : Select the type of Resume 
you wish to create. you wish to create. 


Quick And Easy __. | | Engineering 
General Student 
Standard a Computer 
Business ae Professional 
Engineering Academic 


| Help| |Help, 

Quick and Easy... Quick and Easy... 

This is the basic no frills resume. If you This is the basic no frills resume. If you 
need aresume in ahurry, this is the need a resume in a hurry, this is the 
format for you. format for you. 


Highlight an option by clicking it. The “Help” box explains each option as it is highlighted: 


Quick and Easy - This is the basic “no frills” resume. If you need a resume in a hurry, this is the 


format for you. 

General - A comprehensive resume good for general purposes. This style can be easily 
customized. 

Standard - The same basic format as Quick and Easy, but can be customized. 

Business - This is a resume in a chronological format for those seeking positions in business. 

Engineering - A special format for those in engineering professions. 

Student - This resume style is designed for students and recent graduates. It highlights 
education and skills. 

Computer - This style is targeted for computer professionals. It has a section for listing 


computer skills and languages. 
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Professional - A functional format for those seeking professional positions. 
Academic - A resume style for those seeking positions as teachers or administrators at the 
college level. 


Each option on this list represents a different type of pre-set format which the program provides to guide 
you as you create your resume. Don’t worry if you’re a cosmetologist and you don’t see a format for a 
cosmetologist’s resume. The formats which come with the program can be customized to meet your 
particular needs. Just select thie format closest to your experience. 


When you have decided which option is best for you, and highlighted it, click OK or press <Return>. You 
may also double-click the highlighted option to select it. 


The Resume Information Screen 


Once you have chosen which resume style you will use, the following screen will appear. This is the main 
resume information screen: 


@ File Edit Mailing Contacts Calendar Format 


Wor et er 


a ocation 1 Location 2 
| Heading 

: Street Address 
| City, State, Zip 
: Telephone 


Section Title Section Category 


OBJECTINE = 


EXPERIENCE 


. zy LHe lp} 
EDUCATION Hu] | Enter your Name as you wish it te appear at 
PERSONAL Hil] | the top of your resume. 


REFERENCES 
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Creating a title 


If you are planning to save the resume which you are about to create so that you may use it again or refer 
to it in the future, you may want to create a title for it from the start. The title will not appear on the 
resume itself, but will be the name under which the resume is stored on your data disk. So, when you are 
thinking of a title, make sure that it fits the content of the resume accurately enough that you will 
remember which one is which. For example, if you are writing a resume specifically for a job at City Hall, 
label it “City Hall” or something equally relevant. This will save you time and confusion in the future. 


To create a title, select Save As from the File the drop-down menu. Type in the title you have chosen and 
click Save or press <Return> to return to the main screen. 


<=) Resume Kit for the Mac 


<>| <> Hard Drive 


pipe. 


Filling in personal information. 


On the top half of the screen you will notice blank spaces in which you are asked to provide your name and 
one or two addresses and phone numbers. 


” & File Edit Mailing Contacts Calendar Format 


|| Your Name 


: Heading 
| Street Address 
[| City, State, Zip 


: Telephone 


First, type in your name, exactly as you wish it to appear on your resume. If you want your name 
capitalized, you would capitalize it here. When you have entered your name, press <Return> or <Tab>. 
This will move you to “Location 1, Heading”. Here, you should type in your primary address. The 
heading is optional, but you may want to use one in order to distinguish between home, office and school 
addresses. Press <Tab> or <Return>. Type in your Location 1 street address here. Again, press <Tab> 
or <Return>. Type your city, state and zip code here. Press <Tab> or <Return>. This will bring you to 
the line designated for telephone numbers. Type your area code and Location 1 phone number. The area 
code may be set off by parentheses or by dashes. Press <Tab> or <Return> again, and you will move on 
to the Location 2 box. If you have a second address, list it here. If you have only one address but would 
like to type in a second telephone number, a business or message number, for example, leave the address 
lines blank, tab down to the line for telephone, and type in your second number here. You can type a label 
(such as “work” or “message”) next to your number, or you can type in the label in the “heading” box. If 
you don’t want to list a second address or telephone number, leave these boxes blank. 


Note: The Help box in the lower right hand corner will always remind you what it is you are supposed to 
be doing. 


Enter your Name as you wish it to appear at 
the top of your resume. 


Title and Category Boxes 


It is with the help of these boxes that you will construct the body of your resume. The section title box is 
where you type in a heading for every category of information in your resume. There will already be quite 
a few titles listed. Each entry in the section title box is a heading which will appear on your resume. For 
example, if the first entry in the section title box is “Professional Skills”, the body of your resume will 
begin with a section labelled “Professional Skills”. 


Section Title | Section Category 


OBJECTIVE | 


EXPERIENCE z 
EDUCATION a Enter your Name as you wish it to appear at 


PERSONAL He the top of your resume. 
REFERENCES ie 


The format of the information which will appear beside or beneath section title on your resume is defined 
by the section category. The section category box is located to the right of the section title box. The 
section category defines the type of data to be entered into an information block. This information ranges 
from none (title only) to free form text entry to input screens for specific information. 


The particular section titles listed in your section title box will vary according to which resume format you 
selected. For example, Quick and Easy begins with “Objective;” Business begins with “Geographical 
Requirements;” Academic begins with “Education,” and so on. 


You can easily change a title. To change the title “Objective” to “Job Objective,” for instance, double-click 
“Objective” under section title and a new screen will come up: 


Section Title 
OBJECTIVE 


Category 


Here you can delete the old title and type in the new. If you would like to change the section category, 
move the mouse arrow to the section category area. Click and hold on the category. A menu will appear. 
Move the highlight to the category you desire and release. 
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When that is done, click OK or press <Return> and you will move on to the input screen. Or, if you 
change your mind, click Cancel and you will return to the previous screen. To reach the input screen with 
the title and category as they are (the default), double-click the title on the main resume information screen 
and click OK or press <Return> on the screen which follows. 


Input screens will differ from category to category. Some, like “Education,” are structured in a style very 
much like that of the personal information boxes. You just fill in the blanks. Others, like “Objective,” are 
free form, meaning that you can type in the text as you wish it to appear on your resume. 


You can also delete, add or rearrange information. To customize the resume to fit your particular needs, 
you can delete a title or change the order of the sections during the formatting process. For any titles you 
choose not to use, do not fill in any information. To add a new title which you want to use, double-click on 
an asterisked line and type in the title which you desire. The default category for any new titles will be 
free form. You may specify another category. For more information on rearranging the format of your 
resume, see the section on Layout under the Format menu. 


Decide which titles you want to include in your resume; which ones lend themselves best to a summary of 
your qualifications. If the pre-set format you’ve selected meets your needs, you don’t need to make 
changes to the section titles or categories. 


The available categories are: 


¢¥ Title Only (for no information block) 
Y Free-form 

~Y Computers/Languages 

Y Education 

Y Business Experience 

~Y General Experience 

Y Organizations! Societies 

Y Skills/Activities/Awards 

Y Publications 

WY References 


Writing the Body of your Resume 


To write the body of your resume, you must provide data for each of the categories in your resume format. 
To do this, you must “enter” into each category. 


Go to the section title box. Double-click on the first category. A small screen will appear detailing the 
section title and category you have chosen: 
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Section Title 


This is your chance to change the section title or the category. To do so, highlight the title and delete it, 
typing in its place the new title. To change the category (for example, if you wanted to type in information 
in free form manner instead of a pre-selected structure), click and hold on the category and a menu will 
appear. Highlight the new category choice by dragging the highlight to it and release. The new category 
will then appear on the line. Click on OK or press <Return> to continue. If you are satisfied with the title 
and category from the start, just click OK or press <Return> to continue. | 


You will now come to an input box or screen for the category you have chosen. If the category “Free 


Form” is chosen, a blank screen will appear. Otherwise, provide the required information in the ane box. 
Details of each title and category follow. : 


Step by Step... 


Note: If you do not immediately see one of the categories listed on your resume, don't worry. Just skip over 
the section describing categories which do not apply to your resume and go to the next section relevant to 
your particular resume. 


Job Objective 


If the format you are using includes a job objective, or if you decide to add one in, begin by double- 
clicking on “Objective” (or “Job Objective”) in the title box. The following screen will appear: 


ten cn 


Section Title 


OBJECTIVE 


Category 


You may stay with the default title, or change it. If you opt to change the title, here are a few suggestions: 


~ O Job Objective 
Ll Objective 
L} Professional Objective _ 
) Job Goal 
L) Job Target 


Look at the section category box. It should say “Free Form” as this is the default. You may change the 
category if you wish. To change the category, click and hold on the category. A menu will appear. Move 
the highlight to the desired category and release When you are satisfied with the title and category click 
OK or press <Return> to move on to the input screen (or click Cancel to stop the operation). If you have 


chosen to stay with the default, a blank screen will appear. Type in your objective as you want it to appear 
on your resume. 


Free Form 


see ee ee eee Eee 
When you are done, click the box in the upper left hand corner to close and exit back to the main screen. 
You may call it up again whenever you wish, simply by double-clicking the title again and clicking OK or 
pressing <Return> to bring up the entry you already made. 
A job objective should serve a three-fold purpose: 

1. To focus your resume 

2. To let the employer know that you have a specific interest in the field in which you are applying for 

a job. 
3. To succinctly state your special competitive advantage. 


Do not have a run-on job objective. One or two sentences should suffice. When writing your objective, 
address these questions: 


[} What do you want to do (job title)? 

CO) Where do you want to do it (type, size and/or location of company)? 

O What qualities do you offer that make you a competitive applicant? 
Here are two examples of well-written job objectives: | 


Objective: Administrative position in a youth service agency utilizing my extensive fund-raising and 
organizational experience. 


Job Goal: A position as an entry level travel agent in a commercial agency requiring an Associate's 
Degree in Travel. 


Make your objective as specific and concise as possible. DO NOT use the word “or” in your objective (“a 
position as a doctor or a lawyer...”). ! 


A few other points to consider in writing your objective: 
Do you want full or part-time employment? 
() A temporary or permanent position? 
[1 What are your short and long term goals? 
Geographical Requirements 
It is not necessary (or even advisable) to include a geographical requirements category unless you have a 


real need to limit your job search to a particular geographical area. You might want to include 
geographical requirements if: 
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(1 You are applying to a national or international company where there is a chance that you will be 
considered for positions in distant locations. 


LJ You are relocating to a new area. 


DO NOT include statements such as “Position on the Chester Street Bus Line,” or “‘...in the Boston 
downtown area.” Employers like to think that you are resourceful and eager enough to find your way to 
the other side of town. 


If you DO include a geographical requirements statement, make sure that you use the “Free Form” 
category. From the main resume information screen, double-click on “Geographical Requirements” in the 
section title box. When you come to the next screen, either accept or change the title and category as you 
wish. To change the title simply type in your title choice when the title is highlighted. To change the 
category, click and hold on the category. A menu will appear. Move the highlight to the category of your 
choice and release. When you are satisfied with the title and category, click OK or press <Return> to 
continue (or click Cancel to cancel the operation). 


Section Title 


If you have opted to stay with the default category, the blank free form screen will appear. Type in your 
statement as you wish it to appear on your resume. 


1 a 


Free Form 


When you are done, click the box in the upper left hand corner to close and return to the resume 
information screen. 


General Summary 


A “General Summary” is a brief synopsis of your qualifications. Here are some examples of general 
summaries: 


Summary: Twelve years of experience teaching learning disabled children at the elementary level, with 
significant administrative responsibility. 


Summary of Qualifications: 
LJ Head designer in busy floral shop for three years 
L} Competent manager, with extensive financial experience 
L} Ability to stay calm under pressure 


If you do not like “General Summary,” try one of these: 


L} Highlights of Qualifications 
L} Summary of Qualifications 
LY Qualifications 

LJ Highlights of Experience 


Why would you use a general summary? It is a particularly fast and effective way of catching the 
employer’s attention and letting him know what you have to offer. A general summary can be particularly 
useful in a straight chronological resume which has no skills section. The summary should be short and 
“power-packed,” highlighting only your most significant qualifications. If it is more than four lines in 
length, it is no longer a “summary.” 


To write your general summary, double-click on “General Summary” in the section title box. On the next 
screen, you may change the title or category if you wish. To change the title simply type in your title 
choice when the title is highlighted. To change the category, click and hold on the category. A menu will 

appear. Move the highlight to the category of your choice and release. When you are done with this box, 
click OK or press <Return> (or click Cancel to discontinue the operation). 


Section Title 


GENERAL SUMMARY 


Category 
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You may consider using some of the following in your summary statement: 
WY Number of years experience in the field 
WY Level of responsibility in the field 
Y Career growth pattern 
Y Significant achievements, such as books published or major honors awarded 
Y Special training relevant to position offered 
Y Special skills relevant to position offered 
Y Personal qualifications that make you an outstanding applicant 


When you are done entering your summary, click the box in the upper left hand corner of the screen to 
close and return to the resume information screen. 


Professional Skills 


A “Professional Skills” category is the cornerstone of a functional resume. It is similar to a “General 
Summary,” but is considerably more detailed. Professional skills categories generally contain several sub- 
categories. For instance, if you have worked as both a teacher and a journalist, you might have one sub- 
category for “Teaching Skills” and another for “Research/Writing.” 


Thoroughly inventory your experience, talents and accomplishments, before you complete the professional 
skills category. The skills category is the ideal forum for advertising any hidden abilities you have which 
would not otherwise show up in your resume. Suppose, for instance, you are a recent college graduate, 
with virtually no professional experience. Review your academic experiences. Were you the president of 
a school organization? Create a category for leadership/administration. You volunteered on the school 
newspaper staff? Establish a category for writing experience. Or, have one category called “Skills ,” where 
you list every relevant skill you possess (typing, research, writing reports, accounting), and another 
category called “Achievements,” where you list your grade point average (if it is good), awards won, 
articles you wrote, and so on. 


If you find it difficult to identify your skill areas, there are several excellent source books to which you can 
refer. These books lead you through a process designed to help you identify and prioritize skill areas. Try 
The Perfect Resume by Tom Jackson (Anchor Books/Doubleday, 1981, New York) or What Color is Your 
Parachute by Richard Bolles (Ten Speed Press, 1988, Berkeley). 


Cl ————— 


LLL 
Here is an example of a professional skills listing: 


PROFESSIONAL SKILLS 


Counseling | 
¢ Assisting clients with values clarification and goal-setting 
e Conducting diagnostic evaluations 
¢ Writing Treatment Plans 
¢ Coordinating care for psychotic adults 


Administration 
¢ Grant-writing 
e Supervising staff of 30 professionals 
¢ Management of $500,000 budget 


Research 
° Wrote 23 articles published in professional journals 
¢ Awarded post-doctoral fellowship to study borderline illness in twins 
° Knowledge of statistical software packages 


_ When you are ready to write the professional skills section of your resume, double-click on “Professional 
Skills” in the section title box. You will come the following screen: 


Section Title 


Category 


Decide whether or not you want to keep the title “Professional Skills.” Some alternatives are: 
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C} Skill Areas 

Q) Capabilities and/or Accomplishments 
QO Related Skills 

[) Areas of Expertise 

Q Professional Qualifications — 

C} Relevant Experience 


Choose the title and category you prefer. To change the title simply type in your title choice when the title 
is highlighted. To change the category, click and hold on the category. A menu will appear. Move the 
highlight to the category of your choice and release. Move on to the input screen by clicking OK or 
pressing <Return>. If you have opted to remain with the default category, the screen for the 
“Skills/Activities/Awards” category will appear. It looks like this: 


Skills/Activities/Awards 


[X] Single Spacing 


Topic in Margin Bullet 
= [J Top g cel 


Enter a heading for this item here. 


Crew) (Neat) 


The cursor will be flashing in the “Topic” box. This is where you type in a sub-heading for your first block 
of skills. It’s a good idea to use subheadings if you will have several skill areas. In the previous example, 
“Counseling,” “Administration,” and “Research” are all subheadings. Type your first subheading in the 
Topic Box, and press <Tab>. If you want the topic name to appear under the heading (e.g., under 
“Skills”), click the “Topic in Margin” box so that an “X” appears within it. If you leave it blank, the topic 
name will appear indented or semi-indented to the right of the heading. 
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Your entries can be either single-spaced or double-spaced. Click Single Spacing in order to have the items 
listed single-spaced. If you leave it blank, they will be listed double-spaced. 


Click the bullet box if you want a bullet inserted before your entry in each of the Item boxes. If not, leave 
it blank (or click it to remove the “X” if it is not already blank). You can designate the type of bullet you 
prefer (dash, empty circle, filled circle) later, when you customize your resume. In the sample professional 
skills listing, filled circles are used as bullets. 


Pressing <Tab> or <Return> after entering the topic will take you to Item 1. Type the first skill you want 
to list in this box. When you are done, <Tab> down to the second box. Continue until the third box is 
completed. 3 


When you are ready to begin a new sub-category, click New at the bottom of the screen, and type the new 
heading in the topic box. 


Continue calling up new screens as you need them. When you are done, click OK and you will return to 
the resume information screen. : : 


Work Experience 


To type in information about previous employment, use the “Experience” section (it may also read “Work 
Experience,” or Business Experience”). Double-click on “Experience” in the section title box. On the 
screen which follows you may choose to change the section title and category. 


Section Title | Section Title 


EHPERIENCE : 


Category Category 


General Experience 


a ee ee ee 
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Some alternative titles for this section are: 


() Work History 

[) Professional Experience 
[} Employment History 
[1 Positions Held 


To change the title simply type in your title choice when the title is highlighted. To change the category, 
click and hold on the category. A menu will appear. Move the highlight to the category of your choice and 
release. Either “General Experience” or “Business Experience” will be the default. The category 
“Business Experience” is a slightly more detailed entry than “General Experience”. Make a choice and 
click OK or press <Return> (or click Cancel to stop the operation). 


When you type in your work experience, list positions in reverse chronological order (most recent position 
first). To complete the work experience section, follow these instructions. 


If you are using the “General Experience” category, the screen will look like this: 


General Experience 


—SSSSSS>>>>>>>>>— SSS 
————SSSSSSS=S=_=Ey——— 


Heading 


Organiz. 
Location 
Position 
Dates 


Description 


| Help! 
This is the Section Title. You may change it here if you wish 


Type in a heading (if you want one). An example of a heading is “Summer Jobs.” Type in the name of the 
company you worked for in the Organization box. If you wish, you may use capital letters for emphasis. 
Press <Tab> to move to the Location box. Type in the town or city in which the company you worked for 
is located. You do not need to provide a complete street address. Press <Tab>. Provide your job title in 
the Position box. Press <Tab> again. Type in the dates of your employment in the date box. Again, press 
<Tab> or <Return>. Complete the Position Description box. If you have written an extensive skills 
section and want to use a functional format, you may elect to leave this box blank. 


ESAS SA SL MS IN TR ETD TT SI IT RT TI TL ST DSR ST I ETS SES RE TEED 


If you are using the “Business Experience” category, follow instructions for the “General Experience” 
category, but skip step.one (entering a heading), and remember to provide the name of the department or 


division for which you worked in the appropriate box. The input screen for “Business Experience” looks 
like this: 


Business Experience a 


Company 


Location 
Dept/Div 
Position 
Dates 


Description 


|Help! 
Enter the name of the company you worked for most recently. 


When entering information into the date boxes, use years rather than months worked. For example, use - 
“1975 - 1979,” rather than “12/75 -11/79.” It is more professional, and looks neater on the page. If you 


leave the position description box, blank, your positions will be listed one after another in reverse 
chronological order, like this: 


1987-88 


Blanketty Software Corporation, Richmond, Ohio 
General Manager 


1985-87 


Starcraft, Inc., Peevesville, Wisconsin 
Product Manager 


1980-84 
The Firstlight Co., Baudsmond, Ohio 
Programmer Analyst 


ee ee. ae 
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If you are using a chronological format or a modified functional format, you will want to provide a 
description of each of your positions. Here are some general rules to follow: 


O Begin sentences with action words (e.g. Directed, Initiated, Analyzed). Refer to the list of action 
words in the Appendix. 


(} Limit your use of the word “T”. 
1) Do not merely teview your duties; focus on your skills and accomplishments. 
1) Be specific. Quantify wherever possible. 


(1 Devote the most space to your most recent position. Detail only your last ten years of 
employment. Previous employment may be listed without description, or summarized briefly. 


To list additional positions you have held, click New. You will first see an input screen asking you if you 
want to save changes made to your most recent entry. Click Yes or No as desired to move on to another 
input screen, or click Cancel to stop the oepration. Repeat as above for each position you want to include. 
Click Remove to erase any entry you no longer wish to use. Click Next and Prev to move between entries 
and review your work. To return to the resume information screen, and click OK. You ace also click 
Cancel at any point to stop the operation. 


Education 


To complete the “Education” section, double-click “Education” under section title. The following screen 
will appear: 


Section Title 


Category 
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If you wish to change the title and category, do so now. To change the title simply type in your title choice 
when the title is highlighted. To change the category, click and hold on the category. A menu will appear. 
Move the highlight to the category of your choice and release. When you are satisfied, click OK or press 
<Return> to move on to the input screen (or click Cancel to stop the operation). You will get a screen that 
looks like this: | 


Education 
School 
Location 
Major 
Degree 
Dates Date of Degree 
Comment 


|Help | 
Enter the name of the school you attended. 


The cursor will be flashing in the School box. Like work experience, your education should be entered in 
reverse Chronological order. Type in the name of the school you attended most recently. Press <Tab> or 
<Return>. Your cursor will move to the Location box. Type in the city and state in which your school 
was located. It is not necessary to include a street address. Press <Tab> or <Return> to move to the 
boxes for Major, Minor, Degree and GPA (grade point average). Fill them in accordingly. Go to the Dates 
box. Type in the dates of your attendance. Press <Tab> or <Return> to go to the Date of Degree box. If 
you received a degree, type in the date here. 


You must use your mouse to enter the Comment box. If you want to append a note, do it here. Some 
examples of comments are as follows: 


“Graduated in top 10% of class.” 
“Made Dean's List every quarter.” 


You may also wish to enter major activities during school here. 
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When you have completed the screen satisfactorily, click OK to accept it and return to the main resume 
information screen or Cancel to reject it. If you need to create more education screens, click New for a 
blank screen. Click Remove to delete any entries you do not wish to include. Click Next and Prev to 
move between entries. When you are finished entering your educational experience, click OK to return to 
the resume information screen. } 


Note: You should not enter information about your high school education unless it was your most recent 
educational experience, or you have just graduated from college and need to add body to the education 
portion of your resume 


Awards and Honors 


If you have won any awards, it is a good idea to list them in your resume. It really looks impressive. 
double-click on “Awards or Honors” in the section title box to get to the next screen: 


Section Title 
AWARDS AND HONORS 


Category 


Skills|Activities|Awards 


Change the title and category if you wish to. To change the title simply type in your title choice when the 
title is highlighted. To change the category, click and hold on the category. A menu will appear. Move the 
highlight to the category of your choice and release. If you have opted to stay with the default category, it 
is the same category you used to list your professional skills: 
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Skills/Activities/Awards 


KX] Single Spacing [J] Topic in Margin [_] Bullet 


Enter a heading for this item here. 


If you have won honors in more than one category, use the Topic box to provide a heading for each 
category. Otherwise, leave it blank. If you want each award to be preceded by a bullet, select the bullet 
box and list one award per box. Finish filling in the screen until you are satisfied with it’s content. 


When you are done, click OK to return to the main resume information screen (you may also click Cancel 
at anytime to stop the operation). 


Organizations/Societies 
Many employers like to see that you are involved in professional organizations. It makes them think you 
are really committed to your career. If you hold an office in a professional organization, even better. The 


employer will assume that you must be likable and competent to have gotten elected to your post. 


Double-click on “Professional Societies” in the section title box. You will come to the following screen: 


Section Title 
ORGANIZATIONS 


Category 


Organizations |Societies 


Type in a title in the section title box, or leave it as it is. Some sample titles would be: 


Q PROFESSIONAL SOCIETIES 

‘ () MEMBERSHIPS 
Q PROFESSIONAL AFFILIATIONS 
OW PROFESSIONAL ORGANIZATIONS 


To change the title simply type in your title choice when the title is highlighted. To change the category, 
click and hold on the category. A menu will appear. Move the highlight to the category of your choice and 
release. If you remain with the default category, it will be the Organizations/Societies category. When you 
are done with this box, click on OK or press <Return> (or click Cancel at any time to stop the operation). 
You will get an input box like this: : 7 3 


Organizations/Societies 


Organization 
Dates to 


Details 


|Help) 
Enter the name of an organization or society here. | 
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Type in the name of the organization in the first field. Press <Tab> or <Return>. Type in the dates you 
were involved in that organization under “Dates.” Using your mouse to enter the Details box, type in 
details about the organization and your involvement in it. Click New to add any additional organizations 
you want to include. Click Remove to delete an entry. Click Next or Prev to move through your entries 
for review. Click OK to accept this screen and return to the main resume information screen. 


Computers/Languages 
This category is particularly helpful if you are looking for a position in high technology and fields related 
to computers. And, as computers become more prevalent in all aspects of business and manufacturers, 
highlighting your computer knowledge and experience becomes more important. 


Double-click on “Computer Skills” in the section title box. The following screen will appear: 


Section Title 


Category 


If you wish to change the title or category, do so now. To change the title simply type in your title choice 
when the title is highlighted. To change the category, click and hold on the category. A menu will appear. 
Move the highlight to the category of your choice and release. When you are satisfied, click OK or press 
<Return> to go to the input screen. If you have opted to remain with the default category, it will look like 


this: 


Machines 


Languages 


Programs 


Operating 
Systems 


Enter the machines on which you have 


experience. 


The input screen for computers and languages separates information into machine experience, language 
knowledge, program experience, and operating system knowledge. Type in information about your 
computer skills into the appropriate boxes in the Computers/Languages screen. After entering your data in 
the first box, use your mouse to move along to the next box. Click New to add a new screen, Remove to 
delete and entry, or Next and Prey to review all your entries. When all of your data has been entered, click 
OK to return to the resume information screen. You may also click Cancel at anytime to stop the operation. 


Publications 


You will only need to use the Publications category if you have authored publications. Double-click on 
“Publications” in the section title box. If you wish to change the title of the section, do it on the following screen: 


Section Title 
PUBLICATIONS | 


Category 


Publications 


When you are finished entering information, click OK or <Return> to go to the input screen. 


Publications 
Author(s) 


Title 


Book/Journal 


Vol/Date/pp 
Example: Volume 78, June, 1989 (pp 78-89) 


ae 
Location 

|Help] 

Enter the author(s) of the publication here. 


The input screen for publications follows a standard format: title, author(s), journal or publication name, 
date of publication, pages on which article appeared and location of press. Type in information in the 
appropriate boxes, using <Tab>, <Return> or the mouse cursor to move between the boxes. Your entry in 
the “Volume/Date/Pages” box must be in the format specified on the screen. You must type in the word 
“volume” to precede the volume number, insert commas in the appropriate locations, enclose page 
numbers with parentheses, and type in the word “pages” to precede page numbers. 


If you need additional screens for listing more publications, click New. You may also click Remove to 
delete an entry, and Next and Prev to review entries. When you have completed the screen or screens, 
click OK to accept and return to the resume information screen. Click Cancel to stop the operation at 
anytime. 


Personal 


The “Personal” category is where you enter information about your hobbies, activities and outside 
interests. This category is completely optional. There are some advantages and disadvantages to including 
a personal statement. 
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Advantages 
If the interviewer happens to share an interest with you, he will automatically feel good about you. 


QO If you are involved in wholesome outside activities, it lets the interviewer know that you are a 
well-rounded human being. 


O Activities you list might give you a hidden advantage. For instance, if you list softball as an 
outside interest and the company to which you are applying has a softball league desperately in 
need of talent, you will be looked at with extra interest. It sounds far-fetched, but it happens all the 
time. 


Disadvantages 


1) Some employers might think that your outside interests have no bearing on your professional 
qualifications, and will be annoyed to see them on your resume. 


(1 Some employers might worry that your outside activities will distract you from work in the office. 


1 If you list an activity or interest that the employer finds disagreeable, you are in trouble. Suppose, 
for instance, that you mention that you are active in the local Young Socialists Club, and the person 
looking at your resume is a conservative Republican. You would almost definitely be screened 
out. You are probably better off listing only activities that are completely non-controversial. On 
the other hand, maybe you would rather die than work for a conservative Republican. If it is 
important to you to work for employers who are sympathetic to your outside activities, then list 
those activities. You can be sure that the only people who will call you will be those who are 
sympathetic. 7 


You can also enter information about personal characteristics in the “Personal” category. For instance, if 
you have a good sense of humor, are hard-working, or stay calm under pressure, it couldn’t hurt to mention 
it. You could have a statement something like this: | 


I am hardworking and enthusiastic, with an interest in waterskiing, and Ukranian Folkdance. I am a 
licensed masseuse and a member of the Bathsville Folkdance Troupe. 


Double-click on “Personal” in the section title box. 


Section Title 


PERSONAL 


Category 


On the following screen select a title you want to use and type it in the section title box. Some 
suggestions: 


[1 Activities and Interests 
CL} Hobbies 

(J Outside Activities 

LJ Personal 


To change the title simply type in your title choice when the title is highlighted. You may also wish to 
change the category. To change the category, click and hold on the category. A menu will appear. Move 
the highlight to the category of your choice and release. If you have opted to stay with the default 
category, it will be Free Form. Click OK or press <Return> to get to the input screen (or click Cancel to 
_ stop the operation). 


Free Form 
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Enter your personal information on the input screen, and click the small box in the upper left hand corner 
of the free form screen to return to the resume information screen. 


References 


All resumes should include a Reference statement. It is usually sufficient to state References Available 
Upon Request. This lets the employer know that you are willing to supply names of references when you 
become a serious candidate for the position. 


Do not list references right on your resume, unless the employer specifically asks you to. You want the 
people you name as references to remain enthusiastic about you, so you had better distribute their names 
and numbers only to employers who are serious about hiring you. If your references are deluged by phone 
calls from people merely screening your resume, they might start thinking of you a little less fondly. 


To complete your reference statement, double-click on the “References” category. The following screen 
will appear: 


Section Title 


Category 


If the statement “References Available Upon Request” will be satisfactory, select Free Form as the 
category and click OK or press <Return> to get to the blank free form screen. 
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Free Form 


Type in the statement, Available upon request. Return to the resume information screen by clicking the 
box in the upper left hand corner of the screen. 


If you prefer to type in the names and addresses of you references, select References as the category. 


References 


Reference 
One 


Reference 
Two 


Reference 
Three 


Reference 
Four 


| Help| 


Enter the names and addresses of up to 


| Remove four references you wish to include in 
| : this resume. 
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Press OK or press <Return> to enter the references input screen. Type in the names and addresses of your 
references, using the mouse to move the cursor between reference boxes. When you are satisfied with 
your entries, click OK to return to the resume information screen. 


Customizing Your Resume 


Before you print your resume, you may want to customize the layout, style and type. The Resume Kit | 
gives you a great variety of custom design options. You can select type style and size, arrange page layout, 
choose between semi- and full-indent, insert horizontal lines or spaces under each information block, even 
re-arrange information blocks to suit your preferences. 


Fonts 


“Font” refers to the style of type that you use. The Resume Kit will use whatever fonts you have on your 
system. If your system disk has three fonts on it, then you will have three fonts available for your use in 
constructing your resume. If it has fifteen, then you will have fifteen. (To learn more about installing 
fonts on your system, consult your user’s manual). The “Font” option also allows you to choose type size 
(point size) and style (bold, underlined, italicized, etc.). To select font, style and size, click and hold on 
Format on the main menu. Drag the mouse down to Fonts to select it and release. An input screen will 
appear, allowing you to choose the fonts and points sizes for each component of your resume. 


Headings , 
Font [Geneva _| Size | 12 Style [vPlain Text | Text 
Subheadings | 

| Font Size[ 12]  Stule[/Plain Text | 


Body of text : 
| Font Size [12] Style| Plain Text | 


——————eeeeee 


You can use different fonts sizes and styles for different components (headings, subheadings, text) of your 
resume. Headings are the section titles which “head” each category in your resume (e.g. Experience, | 
Education, References). Sub-headings are the secondary headings within a section category, such as the 
topic box within “Skills/Activities/Awards,” or the heading box within “General Experience.” 
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Use your mouse to move the arrow to the first font box. Click and hold the mouse button. A menu of all 
fonts available will appear. Drag the mouse cursor to the font of your choice and release. The same 
procedure is used to choose point size and type style for headings sub-headings and text. 


Chicago 0 
Headn: | Courier 
Font | Geneva 
| Helvetica 
Subhee M 
Font onaco 


New York {ane 


Hodyo Times Underline 
Font 


Select a font for each component of your resume, but don’t overdo it with font variation. From a design 
point of view, it’s better to have font consistency, with variations in point size and style. For example, you 


may choose the font Geneva, with all headings in bold 12 pt, all sub-headings in 12 pt, underlined, and the 
body of your resume in plain text 10 pt. 


You will notice that for font and point size, the chosen font and size will appear in the box with a check 
mark next to it. For type style, this will not occur as multiple styles may be chosen. “Plain Text” will 
remain in the box. By viewing the menu you may see the checked, and therefore selected, styles. 


Margins 


The margins option allows you to set margins and indentations and to designate page length. Select 
Margins from the Format drop-down menu. 


Se eee 


Margins 


Page Margins 


Top Left 0.500 


Bottom Right 0.500 | 
Body] 5.000 


Numbers are already entered in the input boxes. These numbers are the default values, which means that 
the program will use these figures unless you provide alternate values. If you wish, you may leave these 
figures as they are. Each number represents the number of inches from the corresponding margin. In other 
words: 


Top Margin = Distance in inches from the top of the page to where the resume begins. 
Bottom Margin = Distance in inches from the bottom of the page to where the resume ends. 
Left Margin = Distance in inches from the left edge of the paper to where the resume begins. 


Right Margin = Distance in inches from the right edge of the paper to where the resume ends. 
BodyIndent = Distance in inches from the left edge of the paper to where indented text begins. 
| This figure should always be larger than the left margin figure. 


It is generally a good idea to have a lot of “white space” around the borders of your resume. A resume 
with generous margins is easier to read than a crowded resume. The default values give you a one-inch 
margin on all sides, plus a two-inch indentation. If this is satisfactory to you, do not type in any new 
values. Otherwise, type in the values of your choice in the appropriate boxes. Use <Tab> to move around 
the screen to the different boxes. Then click OK or press <Return>. You may also click Cancel at any 
time to stop the operation. 


Layout 


Layout allows you to re-arrange the information blocks in your resume and to designate where to insert 
page breaks, horizontal lines and double spaces. Select Layout from the Format drop-down menu. 
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Section Titles Layout 


/| OBJECTIVE (Copy >>) OBJECTIVE 
Capy ~> | uy > 
EXPERIENCE Ey 


PROFESSIONAL SKILLS 
EDUCATION 

PERSONAL 

REFERENCES 


Each title and category selected when you wrote your resume is listed in the “Section Titles” box on the 
left. On the right is an input box entitled “Layout.” If there are titles listed in the layout box, highlight 
them one at a time and click Remove from the options in the middle of the screen. Then, decide upon the 
order in which you want the categories and titles listed in your resume to appear. 


Section Titles 


OBJECTIVE PROFESSIONAL SKILLS 
/| ERPERIENCE EXPERIENCE 
/| PROFESSIONAL SKILLS EDUCATION 
/| EDUCATION PERSONAL 
/| PERSONAL REFERENCES 
/| REFERENCES 
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Highlight the title you want to come first from the section titles box on the left, then click on Copy from 
the options in the middle of the screen. The chosen title will appear at the top of the Layout box. 
Highlight a second title, click Copy, and the title will appear after your first choice in the Layout box. You 
will notice that when sections are selected from the box on the left, a check mark is placed next to them. 
You can rearrange the order of the information blocks as you wish. 


When you have decided upon a layout, click OK or press <Return> to exit the screen. Try printing or 
using page preview to look at different layouts before deciding upon one choice. 


PAGE PREVIEW 


Before settling on a final version of your resume, you should take a look at how it will appear on the 
printed page. The “Page Preview” option eliminates the need to print out copies as you work on your 
resume, while you still are constantly editing and revising. It operates on the “what you see is what you 
get” (or “WYSIWYG,” pronounced “whizzy-wig”) premise, so the version of your resume that you see on 
page preview is exactly as it would be on paper. 


To use Page Preview at any point during the writing or editing process, choose Page Preview from the File 
drop-down menu. To exit Page Preview, click the box in the upper left-hand corner of the screen to close 


and return to the main resume information screen. 


At the top of the screen in Page Preview mode, there will be a ruler and a few icons. 


Resume Preview 
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The ruler helps you figure where your resume is placed on the page. The icons help you format your 
resume. 


Use of the horizontal line icon will place a horizontal line in your resume where you indicate. Horizontal 
lines are often used underneath name and address to graphically separate them from the body of the 
resume. Click and hold on the horizontal line icon. A line will be placed between your name and address 
and the body of the resume. Click on the icon again, the line will be removed. 


When you click on the vertical line and drag it any place on the ruler, a vertical line will be placed in your 
resume at that position. 


The two page icons immediately to the right of the vertical line are for text placement. The body of your 
resume may be flush left with the left margin or justified. If you look closely at the icons, one has lines 
flush left and one has lines justified. Flush left is the default. To change to justified, simply click it. 


The last three icons on the right are for line spacing. Lines may be single spaced, one and one half spaced 
of double spaced, and the icons are spaced respectively. To switch spacing, click on your choice of 
spacing. The body of you resume will then be spaced as you desire. 


You may also insert page breaks to your resume. To do this, click and hold the bottom border of the page 
preview page and dragging the bottom of the page to where you wish it to be placed. 


EDITING YOUR RESUME 


After you have written your resume, customized the fonts and layout, and used page preview, you may 
wish to edit part of your resume. Go to the main resume information screen and enter the section you wish 
to edit just as you entered it the first time. Using the mouse, move the cursor to the area you wish to edit 
and change as you wish. Exit the section of the program in the same way you exited it the first time you 
entered it. | 


PRINTING YOUR RESUME 


Once you have written, customized and edited your resume, you are ready to print it. But before you begin 
to print, you must choose the type of printer you will be using. Select Chooser from the Apple drop-down 
menu. This will give you a selection of the printer(s) installed in your system. (See your system software 
manual for more information). The ImageWriter and the LaserWriter are the two standard Macintosh 
printers. If you are using another kind of printer, be sure it is installed on your system before you try to 
select it through the Chooser. Double-click the one you want to use. You will be asked to identify the port. 
Unless you are using a modem, choose the printer from the upper right-hand box. Click the little box in 
the upper left-hand corner when you are ready to close the Chooser and return to the Resume Kit program. 


41 


f° PSR SU AT ES DM SS BS EST RO DN IA OES ED 


The Page Set-Up option allows you to set the orientation and size of the paper you are planning to use. 
You are given a choice of paper sizes: US Letter, US Legal, A4 Letter, B5 Letter and International 
Fanfold. Click on the one which applies to you (US Letter is standard for resumes and cover letters). 
Orientation can be set lengthwise or widthwise, but widthwise is standard. If you do not adjust the Page 
Set-Up, standard default measures will be used. 


You may print your resume at any point in the process, though you may find that with the page preview 
option this is not necessary. Simply select Print from the File drop- -down menu. If you are using an 
ImageWriter printer, the following screen will appear: 


ImageWriter Soa 
See 


Quality: © Best © Faster © Draft 


Page Range: All From: To: 
ee OFrom:[_]to:[__ | 


Copies: 
Paper Feed: @Automatic © Hand Feed 


Fill in the required information, using your mouse or pressing <Tab> to move around the box. What 
quality of print do you want to use? If it is just a draft copy, you should choose Draft or Faster. For an 
official printing, choose Best for near letter-quality printing. Do you want all of the pages printed or just a 
section? How many copies would you like? Are you using the automatic tractor feed or single sheet hand 
feeding? Would you like every other page printed? How about having it printed backwards (back to 
front)? Choose all of the options that suit your needs, using <Tab> to move around the print box. When 
you are ready to print, click OK or press <Return>. If you decide to wait and return to the text, choose 
Cancel. , : 


If you are using a LaserWriter, the screen will look like this: 


66 ” 
LaserWriter “LaserWriter | Ok | 


Copies: Pages:@ All © From: bis To: mab = (Cancel } 


Cover Page: @NoO First Page © Last Page 


Paper Source: © Paper Cassette © Manual Feed 
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This is quite similar to the ImageWriter input screen, but the LaserWriter has a set print quality. So, you 
need to input the number of copies you want printed, whether you want all of the pages printed or just a 
section. Do you want a cover page? Are you using a paper cassette or are you feeding the paper into the 
printer manually? Do you want ever other page printed? Backwards printing? Input the appropriate 
answers and click OK if you are ready to print. If you want to return to the text, click Cancel, and if you 
need on-screen help, click Help. Here, help is provided by Macintosh System Software. 


Be sure that you know how to use your printer. Make sure it is connected to the correct port on your 
computer, that it is plugged in, turned on, and on-line. If you are unsure about how to use the printer, 
consult the owners manual that came with it. 


MAKING CONTACTS 


Now that you have completed your resume, it is important that you keep track of the people to whom you 
send it, and of your contact with them. The Contact database can be used for several of these purposes. 
You can use it to keep a running log of your contacts with potential employers. Also, you can use it to set 
up a database of potential employers to whom you wish to send your resume. This will be a great boon to 
you in your job search. It is hard to remember, after a while of job hunting, who you last spoke to about 
which job, what she said and what you said, etc. By keeping a careful record in the Contact database, you 
will follow up at the appropriate time, with the appropriate people. 


When you select Contact Data Base, the following screen appears: 


r 


G File Edit Mailing Contacts Calendar Format 
SSS NEW CONTACT 


: Company 
| Name 
| Address 
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To use the Contact database, begin by entering all of the information regarding the contact in the boxes, as 
described below. Press <Tab> or <Return> to get from one field to another. If there is any information 
you do not want to include, just leave the field blank. However, you MUST enter a company and name for 
each contact. 7 


Type in the company name, and the name and title of the contact person at the company. Press <Tab> or 
<Return>. Type in the address, city, state and zip code. Press <Tab> or <Return> after entering each 
field. Type in the phone number, if you have it, or just <Tab> over it to leave it blank. Click the cursor 
into the “Note” box, and type in any details about the position which you want to remember (e.g. position, 
title, salary range, working hours). 


If you have not yet had any contact with this company, leave the bottom of the screen blank, and click OK 
to accept it. To enter the names of additional contacts, click New to see a new screen. Repeat the above 
steps for all the contacts you wish to enter in your data base. 


If you have had contact with the company you have just entered, <Tab> down to the Date box. Type in the 
date of each contact with the company. Make a note of what follow-up actions you have taken. Don’t 
forget to update this entry each time you have contact with this company. 


The options at the bottom of the Contact screen are the same as they are on the input screens of the Files 
menu. You can accept your entry by clicking OK; cancel your entry by clicking Cancel; create a new one 
by clicking New; remove an old one by clicking Remove; and browse forward or backward through the 
files by clicking Next or Prev (previous). 


Find Contact 


After you have entered a number of names and companies into the Contact database, you can use a contact 
search to search through your contact list for entries containing specific information. If you want to 
retrieve your file on a company with which you interviewed several months ago, but cannot remember the 
name of the company or the contact, you can call up the record by choosing the Find Contact option on the 
Contact menu and supplying whatever information you do recall. 


For example, you wish to re-contact a company you corresponded to three months ago. All you can 
remember about them is that they were located on First Street in Cambridge. Select Find Contact from the 
Contact drop-down menu. The following screen will appear: 
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Contact Search 


Company 
Name 
Address 


Discussed Follow-Up 
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<Tab> down to the address box and type in “First Street.” Then <Tab> down to the city box and type in 
“Cambridge.” Then click Find. Resume Kit will search the Contact Database and when it finds a 
record(s) matching the criteria you have entered, they will appear on screen in the input boxes. If there are 
multiple records which meet your criteria, use Next and Prev to scroll through them. 


Printing Contacts 


At any time you may print information about one particular contact, or print your entire database of 
contacts. 


PRINT CONTACT 


You may print information about a contact at anytime by selecting Print Contact from the Contacts menu. 
Be sure that the contact you wish to print is displayed on the screen. 


PRINT CONTACT LIST 


You may also print your entire contact list at any time by selecting Print Contact List from the Contact 
menu. This will print either your entire contact list. 


nie, 
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WRITING COVER LETTERS 


Another important aspect of your job search is the writing of cover letters. The cover letter is often what 
the potential employer sees first. It is important you take as much care with your cover letters as you do 
with your resume. Resume Kit has a built in word processor to assist you with writing cover letters. 


Use the cover letter to tell the potential employer something special about you which would contribute to 
your performance in that particular job, or something which is not in your resume. The cover letter should 
also mention how you learned of the job opening, whether it be through a friend or through a newspaper 
advertisement. 


To begin writing a cover letter, select Writer from the Mailings drop-down menu. A screen will appear 
similar to the the screen which appears when you open a resume. Here, you may choose to open and edit a 
previously written letter by highlightling that letter and clicking OK. You may begin a new letter by 
clicking New. 
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A blank screen will appear which closely resembles the “Free Form” resume entry format. 


Untitled 


_ Now, type in your letter as you wish it to appear. The Writer allows only one font, size and Style of type 
per letter. This will be determined by what font, size and style is currently selected for headings on the 


Font screen under the Format menu. Editing letters written in the Writer is similar to editing in other word 
processors. Mark blocks of text using the mouse. Go to the beginning of text you wish to mark, click and 
hold the mouse button. Then drag the cursor to the end of the text you wish to mark. Go to the Edit drop- 
down menu and choose the appropriate command. This is what the commands will do: 


Undo 


Cut 


Copy 


Paste 


Clear 


Undo cancels the most recent editing command. If you accidentally cut a block of text 
you actually wished to copy, click on Undo immediately. 


Cut clears a block from the screen and put it in the system clipboard (for more on the 
clipboard, see your user manual) for later pasting to another area. 


Copy saves a block of text to the clipboard for later pasting to another area. 


Paste retrieves the most recent block in the ciipboard and pastes it where you put your 
cursor. 


Clear completely deletes blocked text. Pressing <BackSpace> after marking text will 
accomplish the same goal. 


In addition, you may move around the screen using <Arrow> keys. 
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The following is an example of a cover letter: 


May 18, 1989 


Ms. Patricia Jones 
Zippo Corporation 

1400 West Thomas Road 
Phoenix, AZ 85014 


Dear Ms. Jones, — 


I am writing in response to your company’s advertisement in Sunday's Arizona Republic for the 
position of Administrative Assistant. As the enclosed resume indicates, I have three years 
experience as an Administrative Aid to the Vice-President of Marketing at Water Mirage 
corporation. 


At Water Mirage I was responsible for overseeing the daily organization of the marketing 
department, as as assisting the vice-president in field research, the creation of advertising and 
preparing her for corporate board meetings. 


I work extremely well under pressure, am pleasant to work with, and believe I would find the 
atmosphere at Zippo stimulating. I am especially interested in Zippo's most recent advertising 


campaign. I look forward to discussing with you how my skills and experience would benefit 
zippo’s efforts. 


Please call me at 555-8765 to arrange an interview at you convenience. Thank you for your 
consideration. — 


Sincerely, 


When you are finished writing and editing a letter, click the box in the upper left hand corner of the screen. 
A confirmation box will appear asking you if you would like to save the changes. Click Yes, No, or 
Cancel as desired. If you click Yes, a screen will appear similar to the one which appears when you save a 


resume. Type in a title for the letter and click OK. You will return to the main menu or the main resume 
information screen. 
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Printing Letters 


Once you have written your letters, print them by selecting Send Letters from the Mailings drop down 
menu. A screen will appear similar to the screen that appears when you open a resume. 
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Select the letter to be printed and click Open. You may click Drive and Eject as needed if you have saved 
your letters to another disk or drive. The print box will appear. Customize the printing process as you 
wish and then click OK or press <Return>. You may also click Cancel at anytime to abort the operation. 


PRINTING ENVELOPES 


Before you can print envelopes or labels, you must first tell Resume Kit the size of you envelopes or 


labels. Select Envelope/Label Setup from the Mailings drop-down menu. You will see the following 
screen: 
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Envelope/Label Setup 


OeEnvelopes @©Labels 


Height Top Margin 
Width Left Margin 


Horizontal Spacing 
Vertical Spacing 


Columns 
Rows 


Type in into each of the boxes the appropriate information, and click OK. 


The next thing to do is select which of your contacts you wish to print envelopes for. Select Build Lists 
from the Mailings menu. You will see the following screen listing the company and names of your 
contacts. 


Create Mailing List 


Acme: Construction Corporation ... Joesephina White — = - 
John Doe Enterprises ... John L. Doe 
Jones Enterprises, Inc. ... Sara L. Woods 
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Select the contacts for whom you wish to print out letters by using your mouse to highlight contacts then 
clicking Select. If you need to send letters at all your contacts click All. You may also click cancel at 
anytime to stop the operation. 


When your set-up is correct, be sure your printer is set up with envelopes. Then select Envelopes from the 
Mailings menu. The following screen will appear: 


Print Envelopes 


Return Address 


The screen asks for the return address to be entered. Using the <Tab> to move around the boxes and type 
in your return address. When you are done, click Print (or click Cancel to quit the operation.) The system 
will look for the mailing list you created in Build Lists. When it has found it, the print box will appear on 
your screen. Customize the printing process as you need to and click OK or press <Return> (or click 


Cancel to stop the operation). Envelopes for each selected contact will be printed with -_ address you 
entered as the return address. 


USING THE CALENDAR 


The Calendar menu provides a reminder system to help you keep track of upcoming meetings. It works 
just like a desk calendar, showing you one month at a time and allowing you to type in important notes for 
every day. It can also remind you of upcoming events, both before the event and on the day of the event. 


Select Open Calendar from the Calendar drop-down menu. A calendar will appear on your screen of the 
current month (Provided the date on your system is correct. If it is not correct, enter Control Panel from 
the Apple menu and reset the date. Consult your owners manual for more information.) 


January 1990 


You may go forward or backwards months by clicking on the + and - at the bottom of the calendar. To 
enter appointments for particular days, double-click on the day you wish to record information. An 
appointment screen will appear: 


J 


Monday, January 15,1990 
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Type in information about your appointment at appropriate times. Click OK when you are finished. You 
will go back to the calendar and may enter more dates as you desire. Select Close Calendar from the 
calendar drop-down menu when you are finished with the calendar. 


If you wake up some morning, knowing you have an appointment but have forgotten where, select 
Appointments from the Calendar drop-down menu. A screen will appear allowing you to verify the date. 
Click OK when it is correct. The appointment screen will appear again showing appointments already 
entered and allowing you to enter more appointments. When you are done click OK to return to the main 
menu or resume screen. You may also click Print to print out a listing of your schedule for the day. 


WRITING A THANK YOU NOTE 


After an interview, always write a thank you note to tell your interviewer you appreciate the time they have 
taken to speak with you. It will remind the interviewer about you, and show him or her how conscientious 
you are. Use the Writer to do this. Follow the same procedure as you did to write your cover letter and to 
print your envelopes. 
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SECTION III: Reference Guide 


ENTERING THE PROGRAM 


On single and dual floppy drive systems, to open the program you must first turn on your computer and 
insert your system disk and a backup of your Resume Kit disk. (See Section I for details on making 
backups.) When the system disk icon and the Resume Kit disk icon appear on your screen, double-click 
the Resume Kit disk icon. This will open up the disk and display the files. Now you can double-click the 
Resume Kit file icon, the fishing pole, to open up the program. On a hard drive system, turn on the 
computer and open up the hard disk icon by double-clicking on it. Then double-click on the Resume Kit 
folder icon. Finally double-click on the Resume Kit icon, the fishing pole, to open the program. 


When you have opened up the Resume Kit program, a menu will appear at the top of the screen: Apple, 
File, Edit, Mailing, Contacts, Calendar and Format. 
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Note: If you are using the program for the first time, and want to learn how to construct your resume step 
by step, you may want to refer to the Tutorial section of this manual. 
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APPLE MENU 


File Edit Mailing Contacts Calendar Format 
Hbout Resume Kit 


Alarm Clock 
Calculator 
Chooser 
Control Panel 
Find File 
Key Caps 
Scrapbook 


ABOUT RESUME KIT 


The first main menu choice in the Resume Kit file is the Apple. This menu is part of your system 
software, and includes the Chooser and Control Panel which control printer choices, screen backgrounds, 
sound, and so on. Often it also includes a number of desk accessories. For more information on these, 
consult your system software manual. 


Clicking and holding on the Apple will also reveals the option “About Resume Kit”. Select this, and a 


screen will appear to display the copyright and authorship of the program. It is a lot like the title page of a 
book. 


Resume Kit 


Copyright ©1989 Spinnaker Software Corporation 


A Product of Ancier Technologies 
Macintosh Version by Thomas Spence 


Click OK or press <Return> to return to the main menu. 
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FILES MENU 
& 


Edit Mailing Contacts Calendar Format 


New Resume 36N 
Open Resume 380 
Close Resume 3b 


Save o69 


Save Hs... 


Page Preview 
Page Setup... 


The Files menu is the primary menu for creating your resume. When you click it on, a drop-down menu 
appears with the following options: New Resume (<Command><N>), Open Resume (<Command><O>), 
Close Resume (<Command><W>), Save, Save As.., Page Preview, Page Set-up, Print and Quit 
(<Command><Q>). 


NEW RESUME 


Select this option to begin a new document. You may either use the mouse cursor or press 
<Command><N>.The first screen asks you to choose which type of resume you wish to create: Quick 
and Easy, General, Standard, Business, Engineering, Student, Computer, Professional and Academic. 


Note: Though there are nine options, only five appear in the box at one time. You can display the 
remaining options by clicking the arrows (up, down) to the right of the box. 
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Select the type of Resume Select the type of Resume 
you wish to create. you wish to create. 


Quick And Easy ce | Engineering 
General a Student 
Standard ee Computer 


Business | a | Professional 
| Engineering : Academic 


Quick and Easy... Quick and Easy... 

This is the basic no frills resume. If you This is the basic no frills resume. If you 
need a resume in a hurry, this is the need a resume in a hurry, this is the 
format for you. format for you. 


Highlight an option by clicking it. The “Help” box explains each option as it is highlighted: 


Quick and Easy- _This is the basic “‘no frills” resume. If you need a resume in a hurry, this is the 
format for you. | 

General - A comprehensive resume good for general purposes. This style can be easily 
customized. 

Standard - The same basic format as Quick and Easy, but can be customized. 

Business - This is a resume in a chronological format for those seeking positions in 
business. 

Engineering - A special format for those in engineering professions. 

Student - This resume style is designed for students and recent graduates. It highlights 


education and skills. 


Computer - This style is targeted for computer professionals. It has a section for listing 
computer skills and languages. 


Professional - A functional format for those seeking professional positions. 
Academic - A resume style for those seeking positions as teachers or administrators at the 
college level. 
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Each option on the list represents a different type of pre-set format which the program provides to guide 
you as you create your resume. Don’t worry if you are a chef and you don’t see the format for a chef’s 
resume. The formats which come with the program can be customized to meet your particular needs. Just 


select the format closest to your experience. When you have decided which option is best for you, click 
OK or press <Return>. The resume information screen will appear: 


& File Edit Mailing Contacts Calendar Format 


Location 1 Location 2 
Heading 


Street Address 


| City, State, Zip 
| Telephone 


Section Title Section Category 
OBJECTIVE 
EXPERIENCE 7 
EDUCATION an me your Name as you wish it to appear at 
PERSONAL EE the top of your resume. 
REFERENCES RE 


Creating a Title. 


If you are planning to save the resume which you are about to create so that you may use it again or refer 
to it in the future, you may want to create a title for it from the start. The title will not appear on the 
resume itself, but will be the name under which the resume is stored on your data disk. So, when you are 
thinking of a title, make sure that it fits the content of the resume accurately enough that you will 
remember which one is which. For example, if you are writing a resume in order to apply for a job at City 
Hall, label it “City Hall” or something equally relevant. This will save you time and confusion in the 
future. 


To create a title, select Save As form the File drop-down menu. Type in the title you have chosen and click 
Save or press <Return> to return to the main screen. 
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Filling in Personal Information. 


On the top half of the screen you will notice blank spaces in which you are asked to provide your name and 
one or two addresses and phone numbers. 


First type in your name exactly as you wish it to appear on your resume. If you want your name 
capitalized, do so now. When you have entered your name, press <Return> or <Tab>. This will move you 
to “Location 1, Heading”. Here you should enter your primary address. The heading is optional, but you 
may want to use one in order to distinguish between home, office and school addresses, etc. Press <Tab> 
or <Return>. Enter your location 1 street address here. Press <Tab> or <Return>. Enter your city, state 
and zip code here. Press <Tab> or <Return>. This will bring you to the line designated for telephone 
numbers. Enter your area code and location one phone number. The area code may be set off by 
parentheses or by dashes. 


Press <Tab> or <Return> again, and you will move on to the location 2 box. If you have a second 
address, list it here. If you have only one address but would like to enter a second telephone number (for 
example, a business or message number), leave the address lines blank, tab down to the line for telephone, 
and type in your second number here. You can type a label (such as “work” or “message”) next to your 
number, or you can enter the label in the “heading” box. If you don’t want to list a second address or 
telephone number, leave this box blank. 


Note: The help box in the lower right hand corner will always remind you what it is you are supposed to be 
doing. 


Enter your Name as you wish it to appear at 
the top of your resume. 


Title and Category Boxes 


It is with the help of these boxes that you will construct the body of your resume. The “Section Title” box 
is where you enter a heading for every category of information in your resume. There will already be quite 
a few titles listed. Each entry in the title box is a heading which will appear on your resume. For example, 
if the first entry in the title box is “Professional Skills”, the body of your resume will begin with a category 
labelled “Professional Skills”. 
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Section Title 


PROFESSIONAL SKILLS 


Category 


Skills |Activities|Awards 


The heading which will appear above or beside the information block on your resume is defined by the 
section category. The “Category” box is located to the right of the title box. The section category defines 
the type of data to be entered into an information block. This information ranges from none (title only) to 
free form text entry. 


The particular headings listed in your title box will vary according to which resume format you selected. 
For example, Quick and Easy begins with “Objective;” Business begins with “Geographical 
Requirements;” Academic begins with “Education,” and so on. 


You can easily change a title. To change the title “Objective” to “Job Objective,” for instance, double-click 
“Objective” under section title and a new screen will come up, on which you can delete the old title and 
type in the new. When that is done, click OK or press <Return> and you will move on to the input 
screen. Or, if you change your mind, click Cancel and you will return to the previous screen. To reach the 
input screen with the titles as they are, simply double-click the title and click OK or press <Return> on 
the next screen. | 


Input screens differ from title to title. Some, like Education, Experience and References, are structured in a 
style very much like that of the personal information boxes. You just fill in the blanks. Others, like 
Objective and Personal, are free form, meaning that you can type in the text as you wish it to appear on 
your resume. 


You may also easily change the category of a section. For instance, you decide that you want to write your 
education section in a free form format rather than in the preset style. you would double-click on 
“Education” in the section title box to come to the title and category input box. Move the mouse arrow to 
the category line and click and hold. A menu will appear listing all the types of categories available. Drag 
the mouse cursor to the category of your choice and release. The new category will be set. Now you may 
move on to the next screen by clicking OK or pressing <Return>. 
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You can also delete, add or rearrange categories. In order to customize the resume to fit your particular 
needs, you can delete a title or change the order of the titles during the formatting process. For any titles 
you choose not to use, do not fill in any information. To add a title which you want to use, simply double- 
click on a blank line and type in the title which you desire; the default category for any new titles will be 
free form. 


Decide which titles you want to include in your resume, which ones lend themselves best to a summary of 
your qualifications. If the pre-set format you’ve selected meets your needs, you don’t need to make 
changes in the title box. 


The available categories are: 
Title Only (for no information block) 
Free-form 
Computers/Languages 
Education 
Business Experience 
General Experience 
Organizations/Societies 
Skills/Activities/Awards 
Publications 
References 


Writing the Body of your Resume 


To write the body of your resume, you must provide data for each of the categories in your resume format. 
To do so, you must “enter” into each category. , 


Go to the section title box. Double-click on the first category. 

A small screen will appear detailing the section title and category you have chosen. This is your chance to 
change the section title or the category. To do so, highlight the title and delete it, typing in its place the 
new title. To change the category (for example, if you wanted to enter information in “Free Form” instead 
of a pre-selected structure), click on the category and a menu will appear. Highlight the new category 
choice and release. Click OK or press <Return> to continue. If you were satisfied with the title and 
category from the start, just click OK or press <Return> to continue. You will now get an input box for 
that category. If the category is free form, a blank screen will appear. Otherwise, provide the required 
information in the input box. 


Note: If you do not immediately see one of the categories listed on your resume, don’t worry. Just skip 
over the section describing that category which does not apply and go to the next séction relevant to your 
particular resume. 
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Because you want your resume to be as positive a representation of you as possible, you want it to be 
completely free from error. Be sure to proofread each field carefully as you enter information into it. It is 
a good idea to have someone else proofread it as well, just to make sure that you did not miss any spelling 
or punctuation errors that might have occurred. Also, you can Page Preview your resume whenever you 
want in order to gauge your progress and make decisions about format. 


Job Objective 


If the format you are using includes a job objective, or if you decide to add one in, follow these 
instructions: 


Double-click on “Objective” or “Position Objective” in the section title box. You will come to the 
following screen: 


Section Title 


OBJECTIVE 


Category 


If you wish to change the heading, choose one and type it in the title box. Here are a few suggestions: 


LJ Job Objective 

L} Objective 

LJ Professional Objective 
LJ Job Goal 

L} Job Target 


Look at the section category box. It should say “Free Form.” This is the default. To change the category, 
click on the box and hold down the mouse cursor button. A menu will appear. Move the mouse cursor to 
the category of your choice and release. To get to the next screen, click OK or press <Return>. If you 
have chosen a free form category, the screen will look like this: 


Type in your objective as you want it to appear on your resume. 
When you are done, click the box in the upper left hand corner to exit back to the main screen. You may 


call it up again whenever you wish, simply by double-clicking the title again and clicking OK 
or pressing <Return> to bring up the entry you already made. 


Geographical Requirements 


To enter a geographical requirements statement, from the main screen, double-click on “Geographical 
Requirements.” The following screen will appear: 


Section Title 


GEOGRAPHICAL REQUIREMENTS 


Category 


If you wish to change the section title or category, do so now. The default listing for category will be “Free 
Form.” You may either stay with the default or change it to another category. Click on the category box 
and hold down the mouse button. A menu will appear. Move the mouse cursor to the category of your 
choice and release. The category will be set. When you are satisfied with these entries, click OK or press 
<Return> to go on to the next screen. If you have selected a free form category, the next screen will be 
the blank “Free Form” screen with the cursor flashing in the upper left hand corner. 


Enter the information exactly as you wish it to appear on your resume. When you are done, click the box 
in the upper left hand corner to return to the main resume information screen. 


General Summary 
A general summary is a brief synopsis of your qualifications. To enter information under this title, from 


the main resume screen, double-click on “General Summary” under section title. The following screen 
will appear. 


Section Title 


GENERAL SUMMARY | 


Category 


The words “GENERAL SUMMARY” will appear in the title line as the default. If you do not like 
“General Summary,” try one of these: 


4) Highlights of Qualifications 
() Summary of Qualifications 
L) Qualifications 

1 Highlights of Experience 


“Free Form” will be listed as the default for the category. If you wish to change this, click on the category 
line and hold down the mouse button. A menu will appear. Move the mouse cursor to the category you 
desire and release. When you are satisfied with the entries on this screen, click OK or press <Return> to 
move to the next input screen. If you have chosen “Free Form,” the blank free form screen will appear: 


The summary should be short and “power-packed,” highlighting only your most significant qualifications. 
If it is more than four lines in length, it is no longer a “summary.” 


When you are done entering your summary, click the box in the upper left hand comer of the screen to go 
back to the main resume information screen. 


Professional Skills 


A “Professional Skills” category is the cornerstone of a functional resume. It is similar to a “General 
Summary,” but is considerably more detailed. Professional skills categories generally contain several sub- 
categories. 


When you are ready to write the professional skills section of your resume, from the main screen, double- 
click on “Professional Skills” under section title. You will arrive at the following screen: 
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Decide whether or not you want to keep the title “Professional Skills;” it is the default title. Some 
alternatives are: 


LJ Skill Areas | 

_} Capabilities and/or Accomplishments 
) Related Skills | 
[J Areas of Expertise 

(J Professional Qualifications 

LJ Relevant Experience 


Choose the title you prefer and type it into the title line. Then look at the category box. The 
“Skills/Activities/Awards” category is the default. If you wish to change categories, click on the category 
line and hold down the mouse button. A menu will appear. Move the mouse cursor to the category of your 
choice and release. The category will be set. When you are satisfied with the entries in this screen, click 
OK or press <Return> to move on to the next input screen. If you have opted to stay with the default, the 
following screen for “Skills/Activities/Awards” will appear: 
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(-] Topic in Margin 


The cursor will be flashing in the “Topic” Box. This is where you enter a subheading for your first block 
of skills. It’s a good idea to use subheadings if you will have several skill areas. Type your first 
subheading in the topic box, and press <Tab>. If you want the topic name to appear under the heading 
(for example, under “Skills”), click the “Topic in Margin” box so that an “X” appears within it. If you 
leave it blank, the topic name will appear indented or semi-indented to the right of the heading. 


Your entries can be either single-spaced or double-spaced. Click Single Spacing in order to have the items 
listed single-spaced. If you leave it blank, they will be listed double-spaced. 
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Click the bullet box if you want a bullet inserted before your entry in each of the item boxes. If not, leave 
it blank (or click it to remove the “X” if it is not already blank). 


Pressing <Tab> after entering the topic will take you to Item 1. Type the first skill you want to list in this 
box. When you are done, press <Tab> to move down to the second box. Continue until the third box is 
completed. 

f 
When you are ready to begin a new sub-category, click New at the bottom of the screen, and type the new 
heading in the Topic box. 


Continue calling up new screens as you need them. You may quit an entry at any time by clicking Cancel. 
To review previous entries, click on Prev. If you wish to move forward in your listing again, click Next. If 
you decide you want to delete an entry, go to that entry and click Remove. These functions become very 
handy when you are editing your resume or altering it to tailor the resume for a particular job. When you 
are done, click OK and you will return to the main resume information screen. 


Experience - 


When you are ready to enter information on your previous work history, from the main screen, double- 
click on “Experience” to reach one of the following screens: 


Section Title Section Title 


EXPERIENCE FRHPERIENCE 


Category : Category 


LK (Cancer ) 


Note: “Experience” may also be listed under the titles “Work Experience,” “Business Experience,” 
“Academic Appointments,” or “Teaching Experience” in some resume formats. Keep this in mind as you 
read through the instructions which follow. | 
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“EXPERIENCE?” is set as the default title for this section. If you wish to change it, do so now. Here are 
some alternative titles for this category: 


LI Work History 

LJ Professional Experience 
(J Employment History 

Q Positions Held 


Type the title you prefer in the title box. In the category box, either “General Experience” or Business 
Experience” will be listed as the default. You may either stay with the default or change it to another 
category. Click on the category box and hold down the mouse button. A menu will appear. Move the 


mouse cursor to the category of your choice and release. The category will be set. When you have chosen 
a category, click OK or press <Return> to move on to the next screen. 


When you type in your work experience, make sure you list positions in the order you wish them to appear 


on your resume. For instance if you want listings in reverse chronological order, enter them in that 
manner. 


If you have chosen the default “General Experience” the following screen will appear: 


General Experience 25]22]]5]]_l= 


Heading 
Organiz. 
Location 
Position 
Dates 


Description 


|Help, 
This is the Section Title. You may change it here if you wish 


Type in a heading (if you want one). An example of a heading is “Summer Jobs.” Enter the name of the 
company you worked for in the Organization box. If you want, you can use capital letters for emphasis. 
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Press <Tab> to move to the Location box. Type in the town or city in which the company you worked for 
is located. You do not need to provide a complete street address. Press <Tab>. Provide your job title in 
the Position box. Press <Tab>. Enter the dates of your employment in the Date box. Use years rather 
than months worked (for example, 1975 - 1979, rather than 12/75 - 11/79). It is more professional, and 
looks neater on the page. Complete the position description box. If you have written an extensive skills 
section and want to use a functional format, you may elect to leave this box blank. 


If you are using a chronological format or a modified functional format, you will want to provide a 
description of each of your positions. 


To list additional positions you have held, click New. You will get a new input screen. Repeat as above 
for each position you want to include. You may quit an entry at any time by clicking Cancel. Click on 
Next or Prev to move between your different entry screens. You may also click on Remove if you wish to 
delete an entry. To return to the main resume information screen, click OK. 


If you are using the “Business Experience” category the screen will appear as follows: 
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Business Experience 


Company 
Location 
Dept/Div 
Position 
Dates 


Description 


[Help| 7 
Enter the name of the company you worked for most recently. 


Follow instructions for the General Experience category, but skip step one (entering a heading), and 
remember to provide the name of the department or division for which you worked in the appropriate box. 
Click Cancel at any time to quit an entry. Click on Next or Prev to move between your entry screens, or 
click on Remove to delete an entry. Click OK to return to the main resume information screen. | 
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Education 


To complete the Education section, from the main screen double-click “Education” under section title. 
You will arrive at the following screen: 


Section Title 


EDUCATION 


Category 


The title “EDUCATION” is the default. If you wish to change the title, do so now by typing in your 
desired heading. Look at the category line; Education is the default for the category . You may either stay 
with the default or change it to another category. Click on the category box and hold down the mouse 
button. A menu will appear. Move the mouse cursor to the category of your choice and release. The 
category will be set. Click OK or press <Return> to go on to the next screen. If you have remained with 
the default, you will get a screen that looks like this: 


School 


Location 


Major 
Degree 
Dates Date of Degree 


Comment 


‘Ca 
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The cursor will be flashing in the school box. Like work experience, education should be entered in 
reverse chronological order. Type in the name of the school you attended most recently. Press <Tab>. 
Your cursor will move to the Location box. Type in the city and state in which your school was located. It 
is not necessary to include street address. Press <Tab> to move to the boxes for Major, Minor, Degree and 
GPA (grade point average). Fill them in accordingly. <Tab> to the Dates box. Type in the dates of your 
attendance. Press <Tab> to go to the Date of Degree box. If you received a degree, enter the date here. 
You must use your mouse to enter the Comment box. If you want to append a note, do it here. 


When you have completed the screen satisfactorily, click OK to accept it or Cancel to reject it. If you 
need to create more Education screens, click New for a blank screen. By clicking Next or Prev you can 
review and edit your information. If you decide you want to delete an entry, go to that entry and click 
Remove. Click OK to return to the main resume information screen. 


Note: You should not enter information about your high school education unless it was your most recent 
educational experience, or you are a recent college graduate and need to fill up more space on you resume. 


Awards and Honors 
If you have won any awards, it is a good idea to list them in your resume. It really looks impressive. From 


the main screen, enter “Awards and Honors” in the section title by double-clicking on it. The following 
screen will appear: 


Section Title 


Category 


Skills|Activities|Awards 


“AWARDS AND HONORS” is the default title. If you wish to change the title, do so now by typing in 
your desired heading. Look at the category box. The default category is “Skills/Activities/ Awards.” This 
is the same category you used to list your Professional Skills. You may either stay with the default or 
change it to another category. Click on the category box and hold down the mouse button. A menu will 
appear. Move the mouse cursor to the category of your choice and release. The category will be set. When 
you are satisfied with these entries, click OK or press <Return> to go to the next screen. If you have 
opted to remain with the default setting, the screen will look like this: 
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Skills/Activities/Awards 


XJ Single Spacing [] Topic in Margin [] Bullet 


| Help| 
Enter a heading for this item here. 


Enter information into this category as you would for “Professional Skills.” If you have won honors in 
more than one category, use the Topic box to provide a heading for each category. Otherwise, leave it 
blank. If you want each award to be preceded by a bullet, select the Bullet box and list one award per box. 


Click New to add new screens. You may click Next or Prev to review and edit screens. If you decide you 
want to delete a screen, go to that screen and click Remove. To quit an input screen at any time, click 
Cancel. ? 


When you are done, click OK to return to the main resume information screen. 


Organizations/Societies 


To enter information about organizations and societies, especially professional organizations and societies, 
you may use this title and category. From the main screen double-click on “Professional Societies.” You 
will see the following screen: 
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The default title is “PROFESSIONAL SOCIETIES.” If you wish to change the title, do so now by typing 
in your desired heading. Some examples are: 


[} Memberships 
[} Professional Affiliations 
(} Professional Organizations 


Look at the category box. The default category is “Organizations/Societies.” You may either stay with the 
default or change it to another category. Click on the category box and hold down the mouse button. A 
menu will appear. Move the mouse cursor to the category of your choice and release. The category will be 
set. If you choose to stay with “Organizations/Societies,” you will get an input box like this: 


Organizations/Societies 


Organization 
Dates to 


Details 


Help) . 
Enter the name of an organization or society here. 


Enter the name of the organization in the first field. Press <Tab> or <Return>. Enter the dates you were 
involved in that organization under Dates. Using your mouse to enter the Details box, type in details about 
the organization and your involvement in it. 


To quit an input screen at any point, click Cancel. Click New to add any additional organizations you want 
to include. You may click Next or Prev to review and edit screens. If you decide you want to delete a 
screen, go to that screen and click Remove. Click OK to accept and return to the main resume information 

screen. | 
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Computers/Languages 


The input box for computers and languages separates information into machine experience, language 
knowledge, program experience, and operating system knowledge. To enter information into this section, 
from the main screen double-click on “Computer Skills.” The following screen will appear: 


Section Title 
COMPUTER SKILLS 


Category 


Computers|Languages 


“COMPUTER SKILLS” is the default title. If you wish to change the title, do so now by typing in your 
desired heading. The category “Computers/Languages” is the default setting for category. You may either 
stay with the default or change it to another category. Click on the category box and hold down the mouse 
button. A menu will appear. Move the mouse cursor to the category of your choice and release. The 
category will be set. When you are satisfied with the content of this screen, click OK or press <Return> to 
go to the next screen. If you have opted to use the default category, the following screen for 
“Computers/Languages” will appear: 
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Machines 


Languages 


Programs 


Operating 
Systems 


|Help) 
Enter the machines on which you have 
Remove) | rrieee 


on 


Enter information about your computer skills into the appropriate boxes in the Computers/Languages screen. 
After entering your data in the first box, use your mouse or press <Tab> to move along to the next box. 


Click Cancel at any time to quit an input screen. Click New to add another screen. You may click Next or 
Prev to review and edit screens. If you decide you want to delete a screen, go to that screen and click 
Remove. When all of your data has been entered, click OK to return to the main resume information screen. 


Publications 


You will only need to use the Publications category if you have authored publications. Publications really 
impress prospective employers. From the main screen, double-click on “Publications” to arrive at the 
following screen: | 


Publications 
Author(s) 


Title 


Book/Journal 
Vol/Date/pp 


Example: Volume 78, June, 1989 (pp 78-89) 
ee 
Location 


| 


“PUBLICATIONS” is the default title. If you wish to change the title, do so now by typing in your desired 
heading. The category “Publications” is the default category. You may either stay with the default or 
change it to another category. Click on the category box and hold down the mouse button. A menu will 
appear. Move the mouse cursor to the category of your choice and release. The category will be set. When 
you are satisfied with the entries for title and category, click OK or press <Return> to go to the input 
screen. If you have chosen to remain with the default category, the following screen will appear: 
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Author(s) 


Title 


Book/Journal 


Vol/Date/pp 
Example: Volume 78, June, 1989 (pp 78-89) 


en eS ea = peer a 
Location 
Help . 


The input box for publications follows a standard format: title, author(s), journal or publication name, date 
of publication, pages on which article appeared and location of press. Enter information in the appropriate 
boxes, using <Tab>, <Return>, and the mouse to move around the screen. If you need additional screens 
for listing more publications, click New. . 


Note: Your entry in the “Volume/Date/Pages” box must be in the format specified on the screen. You must 
type in the word “volume” to precede the volume number, inser commas in the appropriate locations, 
enclose page numbers with parentheses, and type in the word “pages” (or the abreviation, “pp” ) to 
precede page numbers. 


Click Cancel at any point to quit the input screen. You may click Next or Prev to review and edit screens. 


If you decide you want to delete a screen, go to that screen and click Remove. When you are satisfied 
with your entries, click OK to accept the entries and return to the main resume information screen. 


Personal 


The “Personal” category is where you enter information about your hobbies, activities and outside 
interests. This category is entirely optional. 


From the main screen, double-click on “Personal” to arrive at the following screen: 


Section Title 


PERSONAL : 


Category 


The title “Personal” is the default title. If you wish to change the title, do so now by typing in your desired 
heading. Some suggestions for a title are: 


L) Activities and Interests 
LI Hobbies 

CL} Outside Activities 

L} Personal 


The category “Free Form” is the default category for this section. You may either stay with the default or 
change it to another category. Click on the category box and hold down the mouse button. A menu will 
appear. Move the mouse cursor to the category of your choice and release. The category will be set. When 
you are satisfied with your entries, click OK or press <Return> to move to the next screen. If you have 
opted to remain with the default category, the following screen will appear: 
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Type in your personal information on the input screen. When you are finished, click the box in the upper 
left hand corner of the screen. You will return to the main resume information screen. 


References 


All resumes should include a reference statement. It is usually sufficient to state “References Available 
Upon Request.” 


To complete your reference statement, from the main screen, double-click on “References” under section 
title. The following screen will appear: 


Section Title 


Category 


References 


“REFERENCES” is the default title. If you wish to change the title, do so now by typing in your desired 
heading. “References” is the default category for this section. You may either stay with the default or 
change it to another category. Click on the category box and hold down the mouse button. A menu will 
appear. Move the mouse cursor to the category of your choice and release. (If you choose to use the 
statement “References Available Upon Request,” use the category “Free Form.”) The category will be set. 
When you are satisfied with these entries, click OK or press <Return> to move on to the next screen. If 
you have chosen to use the free form category, the following screen will appear: 


Type in the statement References available upon request, or another relevant statement of your choice. 
Then click the box in the upper left hand corner to close the screen and return to the main resume 
information screen. 


If you have chosen to use the default references category, the following screen will appear: 


Section Title 
REFERENCES 


Category 


Type in the names, addresses, and telephone numbers of your references, using <Tab>, <Return> and the 
mouse to move around the screen. Click Cancel at any point to quit an input screen. If you decide you 
want to delete a reference, click Remove. When you are finished, click OK to return to the main resume 
information screen. | 
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Hint: If, for any of the categories, you find you need more space than is given, try the following. Exit the 
category you are working in to the main resume information screen. Double-click on a blank line under 
section title. The following screen will appear: 


Section Title 


Category 


Press <SpaceBar> once so that the title line is blank. The default category is “Free Form.” Click OK or 
press <Return> to go to the blank free form screen. Continue typing in as much information as you need 
to. When you are done, click the little box in the upper left hand corner to close the screen and return to 
the main resume information screen. 


The next step is to select Layout from the Format screen. Follow the instructions for this option as found 
in that section. Move the untitled free form directly under the section where you had run out of space. 


OPEN RESUME 


Select Open Resume to bring a resume to the screen which you have worked on previously and saved. You 
may also press <Command><O> to achieve the same goal. When you select “Open Resume,” an input 
screen will appear, asking you to select the title of the resume which you want to open. 
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<) Resume Kit for the Mac 
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If your resume is on a disk in another drive, click Drive to move to the other drive to find it. If your resume 
you wish to open is on a disk not in a drive, click Eject, and swap disks as necessary until you find the 
resume you wish to open. Click on the resume title to select it, then click Open: You may also double- 
click on the resume title to open it. The resume will appear on screen exactly as you left it. 


You are then able to make any changes, corrections or alterations you wish, but remember to save your 
work again before you close the file. 


CLOSE RESUME 


Select Close Resume this when you are ready to close the document and open another, to choose another 
option from the main menu, or to quit the program. You may also press <Command><W>.. If you have 
not already saved your resume, and you select Close Resume, a selection screen will appear, asking you 
whether or not you want to save it. 


Save changes to Untitled 
before closing? 


If you wish to save the resume, click Yes or press <Return>. If you do not want to save the resume, click 
No. You also have the option of clicking Cancel to stop the operation and return to the resume. 


SAVE 


Whether you choose to save from the drop-down menu or while closing your resume, the first time you 
Save your document you will be asked to specify where to save the document and under what title. Select 
Save from the File menu or press <Command><S>. When the screen appears, click Drive or Eject as 
necessary to specify the drive and disk. Type in a filename, and click Save. After you have titled and 
saved your resume for the first time, the input screen will no longer appear when you save the document, 
but will simply replace the original document with your new version. 


On all systems you can save the document to another drive or disk (as opposed to the Resume Kit disk) by 
clicking Drive on the Save screen. Or, you can save it on another disk by clicking Eject and inserting a 
data disk on which to save it. If you decide not to save it, or want to make another adjustment first, click 
Cancel to return to the document. 


SAVE AS... 


When you select Save As..., the screen for this option looks the same as the screen which appears when you 
choose Save for the first time. 


A Resume Kit for the Mac 


—— = 


Name of New Resume: 


You are asked to input a title for the document, and are given the options of clicking Eject, Drive, Save and 
Cancel. You may select Save As... if you want to title your resume immediately, before you have begun to 
write it. Or, you can choose it if you want to save the same document more than once, under separate 
titles. 


PAGE PREVIEW 


The Page Preview option operates under the “What you see is what you get” premise, or “WYSIWYG” 
(pronounced “whizzy-wig”). When you select Page Preview from the File menu, it allows you to view 
your resume as it will appear on the printed page. Page preview will look like this: 


Resume Preview 


a] 


Use the mouse to click the up, down, right and left arrows on the right hand side and bottom of the screen 
to move the resume around on the screen, and view all areas of it. 


Page preview also has several interactive features. A ruler and several icons appear at the top of the 
preview page. You may use these icons to help format your resume. 


The vertical line icon will insert a vertical line in your resume underneath your name and address. Click 
and hold on the line icon and drag it to the place on the ruler where you wish the line to be placed. 
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The icons grouped to the right of the vertical line icon are for text formatting. You may choose to have the 
body of your resume flush with the left margin, or justified (that is, flush with both the left and right 
margins at once). If you look closely at the icons, you will see that one shows lines flush left and one 
shows lines justified. Flush left is the default. To change this setting to justified, simply click on the 
justified text icon. To change the setting back to flush left, click on the flush left text icon. 


The group of three icons are for line spacing. The body of your resume may be single, one and one-half, or 
double spaced. The three icons reflect each of these spacings. To change the spacing in your resume, click 
the icon which represents the spacing of your choice. 


The horizontal line icon will place a horizontal line in your resume beneath your name and address, before 
the body of the resume begins. Click the horizontal line and a line will appear on your screen beneath 
your name and address and will print out on your resume. 


You may also insert a page break in your resume. Click and hold on the bottom edge of the page preview 
screen and drag it to the place on you resume where you wish a page break to occur. 


When you are finished using page preview, click the box in the upper left hand corner of the screen to close 
and return to either the main menu or the main resume information screen. 


PAGE SET-UP 


The Page Set-Up option allows you to choose the size and orientation of the paper you are planning to use, 
and any special effects you may require. The specifics of the screen differ depending upon whether you 
are using an ImageWriter or a Laser Writer printer. 


The ImageWriter screen asks you to specify the paper you are using: US Letter, US Legal, Computer 
Paper, A4 Letter or International Fanfold. You should also choose the orientation of the paper if it is 
different from standard widthwise print. The Special effects you have to choose from are “Tall Adjusted”, 
“50% Reduction” or “No Gaps Between Pages.” | 


imageWriter 


Paper: @US Letter © A4 Letter 
© US Legal © International Fanfold 


© Computer Paper 


Orientation Special Effects: (_] Tall Adjusted 


[]50 % Reduction 
L] No Gaps Between Pages 


If you do not make any alterations to this screen, click OK or press <Return> it will use standard default 
values. If you do make changes, click OK when you have completed those changes. You may click 
Cancel if you change your mind. 


The LaserWriter screen gives you paper choices of US Letter, US Legal, A4 Letter and BS Letter. You can 
choose a percent by which you want the resume reduced or enlarged, and the orientation you prefer. Also, 
you are given a choice of the following printer effects: Font Substitution, Smoothing, Faster Bitmap 
Printing and Tabloid. Refer to your printer’s owner's manual for specifics on these options. 


Laseririter Page Setup 


Paper: © US Letter OfA4Letter OTabloid 
OuSLegal O©B8B5 Letter 


Reduce or Printer Effects: 
Enlarge: [| 


XX Font Substitution? 
Orientation KX] Text Smoothing? 


iss XX] Graphics Smoothing? 
dat f] Faster Bitmap Printing? 


If you click Options on the right-hand side of the screen, you will be presented with the following 
LaserWriter options: Flip Horizontal, Flip Vertical, Invert Image, Precision Bitmap Alignment (4% 
reduction) and Larger Print Area (fewer download-able fonts). 


If you click Help, some of these page set-up and options terms will be explained to you. 


If everything is satisfactory, click OK or press <Return>. If you make changes, when you are done, click 
OK to accept any adjustments you have made, and Cancel to cancel them. 


PRINT 


Before you begin to print, you must choose which type of printer you will be using. Select Chooser from 
the drop-down menu under the Apple menu. This will give you a selection of either an ImageWriter 
printer or a LaserWriter. Highlight the one which applies by clicking on it. If you select ImageWriter, you 
will be asked to identify the port. Unless you are using a modem, choose the printer icon. Click OK when 
you are ready. 


You may print your resume at any point in the process, though you may find that with the page preview 
option this is not necessary. Select Print from the File drop-down menu . If you are using an ImageWriter 
printer, the following screen will appear: 


ImageWriter 


Quality: © Best © Faster © Draft 


Page Range: All From: To: 
far OFrom:[  ]to:| | 


Copies: 
Paper Feed: @AfAutomatic © Hand Feed 


Fill in the required information. What quality print do you want to use? If it is just a draft, you should 
select Draft or Faster by clicking in the circle next to that option. For an official printing, select Best for 
near letter quality printing. Do you want all of the pages printed or just a section? How many copies 
would you like? Are you using the automatic tractor feed or single sheet hand feeding? Would you like 
every other page printed? How about having it printed backwards? Select all of the options that suit your 
needs by using your mouse or <Tab>. When you are ready to print, click OK. If you decide to wait and 
return to the text, select Cancel. 


If you are using a LaserWriter, this screen will appear: 


LaserWriter “LaserWriter” [ OK | 


Copies: (fii) Pages: @ all O From: eee To: ae (Cancel } 


Cover Page: @NoO First Page © Last Page (Help _) 


Paper Source: © Paper Cassette © Manual Feed 


This is similar to the ImageWriter print screen, but the LaserWriter has a set print quality. Input the 
number of copies you want printed, and whether you want all of the pages printed or just a section. Do 
you want a cover page? Are you using a paper cassette or are you feeding paper into the printer manually? 
Do you want every other page printed? Backwards printing? Input the appropriate answers using your 
mouse and <Tab> and click OK if you are ready to print. If you want to return to the text, click Cancel 
and if you need on-screen help, click Help. 


If you are using any other kind of printer, follow the methods appropriate to that printer. 
Be sure that you know how to use your printer. Make sure it is connected to your computer, plugged in, on 


and on-line. Be sure it has a paper supply. If you do not understand some printer functions, carefully read 
the manual that came with it. 
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QUIT 


The final option on the File menu, Quit, may be selected when you are ready to exit the Resume Kit 
program. You may also press <Command><Q>. The Quit option will return you to the start-up screen 
and the disk icons. If you have not saved changes to the document you are working on, a confirmation box 


will appear asking you if you wish to save those changes. 


Save changes to Untitled 
before closing? 


EDIT MENU 


¢& File 


g Contacts Calendar Format 


This menu is used primarily to edit documents created in the Writer. It contains the options Undo, Cut, 
Copy, Paste, and Clear. 


UNDO 


Literally “undoes” your last command. For example, if you changed a point size in a block of text and 
decided that you did not like the way it looked, you could simply select Undo from the File menu, or press 
<Command><Z>, and your text would return to its previous point size. 


SS SS ee” 


CUT 


When you choose this, you need to highlight a section of text by placing your mouse cursor at the 
beginning of the text to be moved or deleted, depressing and holding the mouse button while dragging the 
cursor to the end of the block to be cut. Selecting Cut from the Edit menu, or pressing <Command><X> 
removes this section of text and stores it on a clipboard memory for later use. 


COPY 


When you select Copy from the Edit menu, or press <Command><C>, the highlighted section of text will be 
copied and stored on a clipboard memory. In this way, you can transport a section of text into another 
document to save yourself the time it would take to type it all in again. For both Cut and Copy, however, the 
contents of the clipboard are replaced each time you use the Cut or Copy options. Therefore, you must follow 
through with cutting or copying text by pasting it elsewhere before you cut or copy another section of text. 


PASTE 


When you choose Paste from the Edit menu, or press <Command><V>, the section of text which you cut 
or copied earlier can be reinserted into your document. Simply position the cursor at the spot where you 
want the section to begin, select Paste, and the text will appear after the cursor. 


CLEAR 


This option eliminates a block of text which you have highlighted. It serves the same purpose as the delete 
key on your keyboard. This block will not be stored to the clipboard, and will not be retrievable. Select 
Clear from the Edit menu. 


MAILING MENU 


& File Edit| Mailing | Contacts Calendar Format 
Writer 


Build List 
Send Letters 


Envelopes 
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The mailing menu allows you to write and send letters or documents related to your job search. It contains 
the options Writer, Build List, Send Letters, Envelopes, and Envelope/Label Set-up. 


WRITER 


When you select Writer from the Mailings menu, you first see a screen similar to the one you see when you 
open a resume. This screen asks you if you would like to open and edit an existing letter or start a new 
one. If you wish to open a letter, highlight it and click OK. If you wish to start a new letter, click New. 
You may also click Cancel to quit the operation. : 


| & Resume Kit for the Mac < Hard Drive 
<> 


The Writer is a simple word processor in which you can write cover letters and thank you notes. 
Documents are limited to 32 kilobytes and one font, size and style (this is determined by what is chosen as 
the font, size and style for headings in Fonts under the Format menu). Documents may be saved, opened, 
and closed as desired. 


Type in your letter exactly as you wish it to appear on the printed page. When you are done, select Save 
from the Files menu to save it. You may open a previously saved letter by selecting Open 
(<Command><O>) from the File drop down menu. When you are finished working in the Writer, click 
the box in the upper left hand corner of the screen to close the document and return to either the main 
menu or the main resume information screen. 


BUILD LIST 


Selecting Build List displays a scroll-able list of all contacts in the Contacts Database. This is used 
primarily for selecting contacts for whom to print a contact list and/or envelopes. When you select Build 
Lists from the Mailings drop-down menu the following screen appears: 


Create Mailing List 


Acme Construction Corporation ... Joesephina White 
John Doe Enterprises ... John L. Doe 
Jones Enterprises, Inc. ... Sara L. Woods 


(Setect) (“an_) 


This lists the name and company for each of your contacts. Select contacts by highlighting them and 
clicking Select. you may cancel a select by highlighting a selected contact and clicking Deselect. To 
select all contacts, select All. When you are finished selecting contacts, click OK. Clicking Clear will 
deselect the entire list. You may also cancel at any time by clicking Cancel. 
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SEND LETTERS 


Send Letters prints letters created in the Writer. Be sure that your printer is on and on-line, and set-up with 
paper. Select Send Letters from the Mailings drop-down menu. A screen will appear which looks very 
much like the screen that appears when you open a resume. 


GQ Resume Kit for the Mac — Hard Drive 


Find the letters you wish to print, select them one at a time by highlighting them, and then click OK. Use © 
Drive and Eject to move from disk drive to disk drive, or to insert a different data disk. When you have 
selected a letter to print and send, the print screen will appear. Customize the printing process as you wish 
from this box. Click OK or press <Return> to continue, or click Cancel to abort the operation. 


PRINT ENVELOPES 


This option prints envelopes for contacts from the contact list, selected through Build Lists. Be sure that 
you have selected to contacts through Build List before you attempt to print envelopes. Also be sure that 
your printer is on, on-line and set-up with envelopes. Select Print Envelopes from the Mailings drop-down 
menu. The following screen will appear: 


Se C2 


Print Envelopes 


Return Address 


Name 
Address 


City, State Zip 


The screen asks you to input your name and return address to be placed in the upper left hand corner of the 
envelope. The cursor will be flashing in the first box. Type in your name and press <Tab> or <Return> 
to move on to the other boxes where you will type in your address. When you are satisfied with this 
_ information, click OK to continue The print box will appear. Customize from the print box as you wish, 
then click OK to continue with the printing process. If you wish to Cancel the operation, you may also 
click Cancel. 


ENVELOPE/LABEL SETUP 


Before envelopes and labels can be printed their sizes and configurations must be entered into the program so that 
they print correctly. Select Envelope/Label Setup from the Mailings menu and the following screen appears: 


Envelope/Label Setup 


O Envelopes @ Labels 
Height Top Margin 
Width Left Margin 
Horizontal Spacing 
Vertical Spacing 


Columns 
Rows 


Default settings have been entered into the program, and they will appear in the boxes. Using <Tab> to 
move from box to box entering the appropriate dimensions into the screen. When you are finished, or if 
you choose not to make any changes, click OK or press <Return> to return to the main menu. To cancel 
any changes made and return to default value, click Cancel. 


CONTACT MENU 


& File Edit Mailing Calendar Format 
Contact Data Base 
Find Contact 


Print Contact 
Print Contact List 


Through the Contact menu, you will keep track of contacts you have made and your communication with 
those contacts. The Contact menu can be used for several purposes: first, you can use it to keep a running 
log of your contacts with potential employers; also, you can use it to set up a data base of potential 
employers to whom you want to send your resume. This will be a great boon to you in your job search. 
It’s hard to remember after a while of job hunting who you last spoke to about which job, what she said 
and what you said, etc. By keeping a careful record in the contact database, you will follow up at the 
appropriate times, with the appropriate people. The Contact menu contains the following options: Contact 
Data Base, Find Contact, Print Contact, and Print Contact List. 


CONTACT DATA BASE 


When you select Contact Data Base from the Contacts menu, the following screen appears: 


—_————————————————— §=—3§.F4 
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& File Edit Mailing Contacts Calendar Format 


Company 
Name 
Address 


— Type in all of the information regarding the contact in the box, as described below. Press <Tab> or 
<Return> or get from one field to another. If there is any information you do not want to include, just 
leave the field blank. However, you MUST enter a company and name for each contact. 


Type in the company name, and the name and title of the contact person at the company. Type in the 
address, city, state and zip code. Press <Tab> or <Return> after entering each field. Type in the phone 
number, if you have it, or just <Tab> over it to leave it blank. In the Note box, type in any details about 
the position which you want to remember (for example position, title, salary range, working hours). 


If you have not yet had any contact with this company, leave the bottom of the screen blank, and click OK 
to accept it. To enter the names of additional contacts, click New to see a new screen. Repeat the above 
steps for all the contacts you wish to enter in you data base. 


If you have had contact with this company, <Tab> down to the Date box. Type in the date of each contact 
with the company. Make a note of what you discussed and what follow-up actions you have taken. Don’t 
forget to update this entry each time you have contact with this company. 


The options at the bottom of the Contact screen are the same as those of many of the category input screens 
you use when creating a resume. You can accept your entry by clicking OK; cancel your entry by clicking 
Cancel; create a new one by clicking New; remove an old entry from the data base by clicking Remove; 
browse through the files forward or backward by clicking Next or Prev (previous). 
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FIND CONTACT 


You can use the Find Contact to search through your Contact Data Base for entries containing specific 
information. If you want to retrieve your file on a company with which you interviewed several months 
ago, but cannot remember the name of the company or the name of the contact, you can call up the record 
by choosing the Find Contact option on the Contact menu and supplying information you do recall on the 
following screen: : 


r 


& File Edit Mailing Contacts Calendar Format 


Contact Search 


company, ete 
alee Le ee Lt 
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City 
Phone 
Note 


Date Discussed Follow-Up 
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It is similar to the contact data base screen. You may search for contacts using up to two fields. If you 
search for a contact using only one field, the program will search out contacts meeting that criteria. If you 
search for contacts using two fields of information, the program will search for contacts meeting both 
criteria (NOT one or the other). 


When you have entered criteria in one or two screens, click on Next to begin the search. If multiple 
records are found, you will be able to click Next and Prev to scroll through the list. Anytime you wish to 
quit Find Contact, click Cancel to return to the main menu. 


PRINT CONTACT 


While working in the Contacts menu, either entering names, or finding a company, you may print the 
individual contact with which you are working. With the contact of your choice on the screen, select Print 
Contact from the Contact drop-down menu. The print box will appear on screen. To continue with 
printing, select OK or press <Return>. You may also click Cancel to stop the operation. 


PRINT CONTACT LIST 


To print your entire contact list, select Print Contact List from the Contacts drop-down menu. The print 
box will appear. Customize from the print box as you wish, and then click OK or press <Return> to 
continue. You may also click Cancel to abort the operation. 


CALENDAR MENU 


& File Edit Mailing Contacts | Calendar | Format 
Open Calendar 


Close Calendar 
Appointments... 


This menu provides a calendar with a reminder system to help you keep track of upcoming meetings. It 
works just like a desk calendar, showing you one month at a time and allowing you to type in important 
notes for every day. It can also remind you of upcoming events, both before the event and on the day of 
the event. 


OPEN CALENDAR 


Select Open Calendar from the Calendar menu. A one month calendar will appear on your screen of the 
current month as set on your system. 
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Note: The date on the calendar is dependent on the date set on your system. If the date set on your system 
is incorrect, so will be the Resume Kit calendar. To change the date on your system, select Control Panel 
from the Apple menu. You may change the date as well as time from the Control Panel. See your system 
software manual for more information. 


To see different months, click the + and - at the bottom of the calendar. 
To set appointments for particular days, on the calendar, double-click on the day for which you wish to set 


the appointment. A screen will appear resembling a page of an appointment book with numerous lines for 
times of the day. 


Monday, January 15,1990 


Move the mouse cursor to the time on the page for which you wish set an appointment. Type in the 
appointment. To quit at any time without saving anything, click Cancel. To save the appointment listing, 
click OK. You will return to the month calendar. 


Continue entering appointments for different days of different months. 


CLOSE CALENDAR 


When you are finished using the calendar, select Close Calendar from the Calendar menu. You will return 
to the area you were using before you entered the Calendar. 
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APPOINTMENTS 


When you want to find out what appointments you have for a particular day, select Appointments from the 
Calendar menu. An input box will appear asking you to verify the date. Keep the system date or change it 
to another. When you are ready, click OK to continue (or Cancel to quit.) The screen resembling an 
appointment book will appear listing all previously entered appointments and allowing you to enter more if 
you wish. When you are done, click OK to return to the main menu or resume screen (or click Cancel to 
quit the operation.) You may also click Print to print out a listing of your daily schedule. 


& File Edit Mailing Contacts Calendar| Format | 
Fonts... 
Margins... 


Layout... 


FORMAT MENU 


This is the menu which will enable you to customize your resume. Resume Kit gives you a great variety of 
options in the type, margins, style and layout you use. This menu contains Fonts, Margins, and Layout. 


FONTS 


_ Font refers to the style of type you use. The Resume Kit will use whatever fonts you have on your system. If 
your system disk only has three fonts on it, then you will only have three fonts available for your use in 
constructing your resume. If it has fifteen, then you will have fifteen (to find out more about installing fonts 
on your system see your system software manual). You can alter the appearance of your resume considerably 
by altering fonts. Select Font from the Format drop-down menu. The following screen will appear: 


Headings 

| Font Size[ 12]  Style[/Plain Text | 
Subheadings 

| | Font Size[ 12] Style|vPlain Text | 


Body of text 
| Font Size [ 12] Style|vPlain Text | 


eee 


You can use different fonts for each component (headings, subheadings, text) of your resume. Headings are 
the titles which “head” each category in your resume (for example, Experience, Education, References). 
Sub-headings are the secondary headings within a category (for example, the Topic box within the 
“Skills/Activities/Awards” category or the Heading box within the “General Experience” category) 


Select a font, size and style for each component of your resume. Begin with the headings font. Click on 
the headings-font line and hold the mouse button. A menu will appear of available fonts. 


Drag the highlight bar to the font of your choice and release the mouse button. Your new font is set. 
Follow the same procedure for selecting type size and style. 


Chicago 
Headn: | Courier 
Font | Geneva 

Helvetica 
Subhec 
Font | Monaco 

New York 


Hodyo H 
aa Times 


When you select style, a check mark will appear beside your chosen style within the box. 
To quit without setting the customization, click Cancel. If, while you are setting the type face, you want 


it to return to the previous set style, click Revert. When you are finished selecting font, size and style, 
click OK or press <Return> to set the customization and return to the main menu. 


MARGINS 


The Margins option allows you to set margins and indentations and to designate page length. Select 
Margins from the Format drop-down menu. 
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Margins 


Page Margins 


Top Left 0.500 | 


Bottom |0.500 | Right/o.500 | 


Numbers are already entered in the input box. These numbers are the default values, which means that the 

program will use these figures unless you provide alternate values. If you want, you can leave these figures 

as they are. Each number represents the number of inches from the corresponding margin. In other words: 
Top Margin = Distance in inches from top of page to where the resume begins. 


Bottom Margin = Distance in inches from top of page to where the resume ends. 


Left Margin = Distance in inches from left edge of paper to where the resume begins. 
Right Margin = Distance in inches from right edge of paper to where the resume ends. 
Body Indent = Distance in inches from left edge of paper to where indented text begins. This 


figure should always be higher than the left margin figure. 


It is generally a good idea to have a lot of “white space” around the borders of your resume. A resume 
with generous margins is easier to read than a crowded resume. The default values give you a half-inch 
margin on all sides, plus a three-inch indentation. If this is satisfactory to you, do not type in any new 
values. Otherwise, type in the values of your choice in the appropriate boxes, using <Tab>, <Return> and 
your mouse to move around the box. Then press OK to exit the screen and return to the main menu. 


LAYOUT 


Layout allows you to rearrange the information blocks in your resume and to designate where to insert 
page breaks, horizontal lines and double spaces. Choose Layout from the Format drop-down menu. 
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Section Titles Layout 


/| OBJECTIVE OBJECTIVE 
EXPERIENCE 
PROFESSIONAL SKILLS 
EDUCATION : 
PERSONAL 
REFERENCES 


Each title and category selected when you wrote your resume is listed in the section titles box on the left. 
On the right is an input box entitled Layout. If there are titles listed in the layout box, highlight them and 
click Remove from the options in the middle of the screen. Then, decide upon the order in which you want 
the categories and titles listed on your resume. Highlight the title you want first, then click Copy in the 
middle of the screen. The chosen title will appear at the top of the Layout box. Highlight a second title, 


click Copy, and the title will appear after your first choice in the Layout box. You can rearrange the order 
of the information blocks if you wish. 


Try printing different layouts to see how they look before deciding upon one choice. 


When you have decided upon a layout, click OK to exit layout. 
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SECTION IV: Resume Guidelines 


Like it or not, writing a resume is one of the rites of initiation into the professional world. When you are 
young and carefree, a resume is hardly necessary. Children have no need for credentials. But as you reach 
the point of readiness to enter the job market, credentials become extremely important. You cannot get 
very far without a resume. 


The word “resume” comes from the French verb “resumer,” meaning “‘to summarize.” That is exactly 
what a resume does: it summarizes your credentials. The traditional resume gives potential employers a 
fast look at what you have already done. From that, they extrapolate your potential as an employee. More 
sophisticated resumes hint at what you are capable of doing, and thus, increase your chances of landing a 
challenging position. 


Virtually every employer you encounter will want to see your resume. It will be used not only as a 
screening device, but also as a tool to help guide interviews. And long after the interview is over, your 
resume will remind the employer of who you are. Since employers pay so much attention to resumes, it is 
very important to design yours carefully. 


RESUME ABC’S 


Designing a resume is a little like dating: it takes finesse. You must make yourself look enticing, but not 
desperate. You must show what you have to offer without being overly bold. You can’t come right out and 
state: “I am brilliant, talented and available. Hire me;” nor can you be vague and wishy-washy or you'll 
never attract attention. There is a definite protocol to resume-writing. Stretching the rules slightly might 
get you the attention you want, but violating the rules completely will surely send your resume to the 
graveyard. 


Do not be ignorant of resume protocol: it could cost you a job offer. These ABC’s will help you avoid 
common blunders. 
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Resume Length 


Resumes should not be longer than two pages. If you don’t have much work experience, limit to one page. 
If you have substantial experience and want to provide detail about responsibilities and accomplishments, 
use two pages. Don’t think that an extra-long resume will impress a potential employer. It is more likely 
that it will bore him to death.: Plus, it will make him think that you can’t organize or prioritize. Remember 
that you need not mention absolutely every detail of your past experience in your resume. Mention only 
that which is most important, and try not to burden your interviewers with masses of details. Save a few 
additional facts about your qualifications for the interview or the cover letter if you like, as long as th 
most relevant facts are mentioned on your resume. : : 


Paper 
Use high quality paper. White, off-white, light gray and cream-colors are acceptable. Avoid other colors: 
they usually look gauche. Slightly heavier grades of paper are fine. In fact, some experts recommend 


them because they make your resume stand out a bit from the pile. However, do not use very heavy paper 
or card stock. Paper should be standard size (8 1/2 X 11). 


Typeface 


Standard, easy-to-read typefaces are the best bet. Do not use tiny print; it is hard to read and looks 
congested on the page. Slightly larger than average typeface is fine. Black inks are recommended. 


If you typeset your resume, make sure it does not look too slick or professionally done. Most employers. 
would rather think you prepared your own. 7 
Printing and Copy Quality 


Use a letter quality printer with film (not cloth) ribbon. Laser printers are the best choice Gif you have 
access to one). : : 


Pay close attention to the quality of the copies you make. Each resume should look as good as the original. 


Overall Appearance 


Your resume should be attractive, clean, and easy-to-read. Never submit a resume with cross-outs or 
handwritten corrections. Do not crowd the page. If you leave a good amount of empty space, important 
points will “jump out” at the reader. You can also accentuate by changing typefaces or using “bullets”. 
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Do not have graphics, touches of humor or anything overly-creative in your resume. Unfortunately, a 
resume is a sober thing. | 


Accuracy 


A typo or misspelled word in your resume tells the employer that you are lazy or sloppy or Stupid; none of 
these attributes will get you hired. Check your resume very carefully for spelling errors. Then have 
someone ELSE check it. Look up ANY word which is questionable. Check and double-check for 
punctuation errors and typos. Do your columns line up? Are parentheses and quotations opened and 
closed? Is format consistent? Have a friend proofread just to be sure. Accuracy is of paramount 
importance. 


BENDING THE RULES: EXOTIC RESUMES 


Every rule has exceptions. In certain professions, such as advertising and graphic arts, “creative” resumes 
are permissible. And of course, there are rare souls in all professions who appreciate the exotic. If you are 
determined to include humor in your resume, to run it off on beautiful purple paper, or to add dazzling 
graphics, go ahead. You just may get the interview you want, if you are looking for something offbeat. 
Anyway, if it doesn’t work, you can easily write another resume with your Resume Kit program. 


TO INCLUDE OR NOT TO INCLUDE: CONTROVERSIAL CATEGORIES 


Personal Data 


Back in the days before Affirmative Action, everyone included personal data (e.g. height, weight, age, 
marital status, place of birth) in their resumes. Now, most experts recommend against it. Personal data 
allows the employer to discriminate. What if he doesn’t like short people or tall people, people over 40 or 
under 40? It is not legal to weigh such factors into the hiring decision. Only those items directly bearing 
on your qualifications for the position should be included. 


S alary Requirements 


Have you ever shopped in a country where the price of the items is determined by bargaining? If so, you 
know that the merchant sizes up each customer individually. Some are charged more, some less. Salary 
negotiation is one of the few areas in our culture where the laws of the marketplace reign. Once an 
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employer meets and likes you, he might be willing to go beyond the range he had in mind. And, if you 
find that a position looks like a great opportunity, you might be willing to bend your requirements. By 
submitting your salary requirements in writing before meeting with the employer, you risk settling for a 
lower salary than you otherwise might have received, or pricing yourself our of the market. Don’t list 
salary requirements unless the employer absolutely demands that you do so. 


Your Photograph 

Do not include a photograph unless you are in a field (such as acting) where it might be relevant and the 
employer specifically requests it. 

Job Objective 

Some sources insist that a job objective is essential for a good resume; other sources say it is optional. 


Use your own discretion — if you like objectives,include one. If not, skip it. If you DO include an 
objective, be certain that it is appropriate for the position for which you are applying. 


RESUME STYLE 


There are several standard resume types, with variations as numerous as hairstyle types. The resume style 
you use will depend on your background, goals and personal preferences. Refer to the sample resumes in 
the enclosed Appendix for examples. 


Chronological Resumes : 


A chronological resume lists work experience in reverse chronological order (starting with most recent 
experience first), with descriptive text about each position held. 


The advantages of chronological resumes are: 


Q They are traditional and conservative, and therefore widely accepted. 

Q They clearly show what your responsibilities were in each position you held. 

QO They highlight the chronology of your professional development, which most employers want to see. 
(1 They are easy to read. 


The disadvantages are: 


(} They do not allow you to highlight what you consider to be your most ionificans achievements or 
abilities. 


[1 They do not allow you to capitalize on relevant, though non-professional experience. 


LJ They do not allow you to compensate for special problems, such as career change, job-hopping 
record or inexperience in the field. 


Functional Skills Resumes 


Functional skills resumes highlight your skills and accomplishments rather than your work history. 
Accomplishments and skill areas are listed near the beginning of the resume, without necessarily indicating 
which positions produced the accomplishments and skills listed. Positions held are listed near the end of 
the resume in reverse chronological order, without descriptive text attached. 


The advantages of functional skills resumes are: 


[J They allow you to call attention to your achievements; to highlight that which is unique about you. 


They allow you to indicate skills and accomplishments not necessarily related to previous 
employment. 


Ly 
L} They can be used to de-emphasize special problems, such as lack of work experience or a career 
change. 

QO 


They force you to inventory your strengths and weaknesses, and thus provide extra preparation for 
the interviewing process. 


The disadvantages of functional skills resumes are: 


() Employers might be annoyed that your work experience is not clearly delineated in chronological 
order. 


(} Employers might suspect that you are trying to hide something by using a anchiontl format. 
lJ Some employers just do not like the functional format, and find it hard to read. 


Combination Resumes 


A combination resume combines the features of the chronological and functional skills resumes. Skills and 


accomplishments are featured, and work history is clearly displayed with descriptive text about each 
position held. 
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The Best Type of Resume for You 


The standard chronological resume works well if you have a consistent work history and have not switched 
careers. It is always a safe bet, and is a must if you are applying for a position in a conservative 
profession. You can add spice with a summary of qualifications of a short skills/accomplishments section. 


If your professional experience does not reflect the full range of your abilities, or if your background is less 
than ideal, you will probably do better with a functional skill resume. There are some special 
circumstances in which a functional resume is particularly appropriate: 


If You are a Student or a Recent Graduate, you can use a functional skills resume to good advantage. 
Have you participated in outside activities? Have you worked part-time or during the summer? What 
skills have you developed from your extracurricular activities? If your only job was working at 
McDonalds, don’t despair. You have gained valuable experience working with the public, keeping track of 
money, processing orders, etc. Highlight those skills you have gained. Your resume will be much more 
impressive than if you simply state, “worked at McDonalds.” 


Be sure to include categories for awards or honors you received, activities in which you participated, 
internships you completed or travel you undertook. | 


If You are Switching Careers, this is one occasion where a job objective is essential. Otherwise, the 
employer might think that your submitted your resume on a lark. A functional skills resume is your best 
bet. Highlight experience relevant to the career you want to enter. For instance, if you were a teacher and 
now want to enter a management profession, create a “management skills” category. What management 
responsibilities did you have as a teacher? List experience that is transferable (e.g. time management 
experience, supervision of large groups, administration of records). Avoid listing activities unique to 
teaching. 


If You Have a Job-Hopping History, you have had five jobs in the past three years? Capitalize on your 

wide and varied experience. A plain chronological resume might make you look unstable, but a well- 
constructed functional skills resume can make you sparkle. Your skills or accomplishments section should 

predominate. Bury your work history on a second page. Lump related experiences together. For instance, 

if you held five secretarial jobs in 1977, you might write: 


1977 Freelance Secretary Boston, MA 
Administrative support, typing, and office management. 


If You are a High-School Dropout or Lack Educational Qualifications, you can leave the education 
section off of your resume. Build up other sections, including skills, activities and interests, so the lack of 
education will not be obvious. 


If you have taken continuing education courses but lack a high school diploma, you can write something 
like this in your education section: 
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Education: Continuing Education courses in computer science, business writing and accounting. 
Marshfield Adult Education, 1977-82. 


The lack of a diploma is not obvious. 


RESUME TIPS 


Inventory Your Background and Skills 


Many people try to make resume writing easier by finding someone else’s resume to copy. Or else, they 
recycle an old resume of their own. Resume writing is a cop-out oasis. 


A resume should be as uniquely yours as your tax return. And, like a tax return, it should be current. Each 
time you write a resume, you have to spend some advance time thinking about what bites goals are and 
assessing your qualifications. 


Before you begin to write your resume, sit down with a pencil and paper. Make a list of every skill you 
possess and every accomplishment you have achieved. Dig deep. When you are done, divide your list into 
categories. Decide which categories are relevant to your career goals. Extract the most significant skills 
and accomplishments. You can use your list to build a skills section in your resume, or you can use it to 
describe your work experience. Your resume will definitely be enriched. 


Be concise 


- The fewer words you have in your resume, the better. Long descriptions of job responsibilities are not as 


effective as short, powerful phrases. Remember: a resume is an outline of your ee, not an essay 
about them. : 


_Use Action Words 


Don’t be wishy-washy in describing your experience. Compare these two statements: 


1. “I made cookies...” 
2. “T supervised the production of baked goods...” 


Both describe the same experience, but with vastly different effects. Choose action words to begin your 
sentences. The words you use should have impact and dignity. Refer to the list of action words in the 
Appendix for help. 
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Be accurate and honest 


There is nothing wrong with de-emphasizing detrimental information, but outright lying is a big mistake. 
It can get you into big trouble later. Find creative ways to capitalize on what you have to offer, instead of 
resorting to treachery and deceit. 


BEYOND RESUMES 


When Karen was three years old, she wanted to be an artist when she grew up. It was a noble career 
ambition, but unfortunately, Karen had less talent than the average monkey. At some point, her dreams of 
being an artist went down the drain along with her crayons. 


Karen is now 21 years old. After graduating from college (with a degree in accounting) last year, she 
started looking for a job. Armed with a perfectly respectable resume, she answered several newspaper 
advertisements for positions in her field. Three rejection letters later, in a state of utter despair, she decided 
to move to another state because there are “‘no jobs in New Jersey.” Karen still has an artist’s temperament. 


In reality, Karen knows little more about looking for a job now than she did when she was three. And 
unfortunately, many of us are in the same boat as Karen. We know that a good resume is important, but we 
don’t understand that it often takes considerably more than a good resume to get a good job. 


This section is about the finer points of negotiating the job market. 


Getting Your Foot in the Door 


You know that you are the perfect candidate for that job. You mail out your resume, wait two weeks, and 
then receive a form letter in the mail informing you (with regret) that your credentials are impressive, but 
not as impressive as those of candidate X who was just hired. 


What went wrong? Consider this: maybe 75 equally perfect candidates applied for the job. Maybe the 
person reviewing resumes was exhausted when he got to yours and arbitrarily screened you out. Maybe 
the boss’s niece applied for the job and was the only person interviewed. The possibilities are endless. 

If you are a job applicant, the odds are against you. Being an applicant means asking someone who has the 
power to reject you to take notice of you and find you appealing. It means competing with an average of 
20 to 1000 applicants for every advertised opening. 


What can you do? Is there any way to take charge of your job search and get your foot in the door? 


Yes, yes, yes! Don’t wait for that magic phone call in response to your resume. 


110 


td 


SEP YT BO HSB BE ST A a I SL Se TO 


(1 Educate yourself about job hunting tactics, and put into practice the strategies recommended. 


( Pursue all avenues available to you. Don’t just respond to newspaper advertisements. Don’t just 
go to employment agencies. Don’t rely solely on personal contacts. The more job finding 
methods you employ, the sooner you will be employed. 


) Be prepared to devote as much time to job hunting as you would to a full-time job. A mistake 
many job-hunters make is that they don’t look hard enough for a job. 


Consider your job search an adventure, an educational experience. Have fun! You can learn a lot 
about yourself, about careers, about other people when you are looking for a job. 


UNCOVERING JOB OPENINGS 


Many job seekers are slaves to the local paper. A bad week in the “Help Wanteds” provokes feelings of 
hopelessness; a good week gets hopes soaring. Ironically, a study conducted in several major cities 
revealed that 85% of employers in San Francisco and 75% in Salt Lake City did not hire any employees 
through classified ads in a typical year. 


There are many avenues you can pursue when looking for a job. Use as many as you can. 


Newspaper Ads 


Newspaper ads usually ask you to send in a resume. You obediently send in your resume, which promptly 
gets stuck in a pile of other resumes. When the pile gets hefty enough, some busy executive plays 
“Russian Resume Roulette.” It is very easy to get screened out. Try some of these tactics to make yourself 
known: 


) If you can, hand deliver your resume. Not to a receptionist — the receptionist is not going to hire 
you — but to the person in charge of hiring. Find our the name of the person you want to see 
ahead of time (call and ask), and when you arrive, ask for that person by name. If the person is not 
in, or is not free, say you can wait, that you have a few questions about the job, it will only take a 
few minutes. Be prepared with good questions. If the recruiter invites you in, stay only a few 
minutes, apologize for barging in, and follow up with a thank-you note. If the recruiter only sees 
people by appointment, ask for an appointment. : 


1 If you can’t go in, call before sending your resume. Ask some astute questions about the position 
on the phone (e.g. “Can you tell me more about the specific responsibilities the job entails?”) 
Calling ahead serves several purposes: the recruiter might ask for your name and then watch for 
your resume; plus you can use the information you gain from the phone call to customize your 
cover letter. 
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Q If you can’t go in or call, at least include a customized cover letter. Never send a resume without a 
cover letter. Tailor the letter to the position advertised. Be very specific. If the advertisement 
states that the candidate should have five years of marketing experience, talk about your “five 
years of marketing experience” in the letter. (See “Cover Letters” for more information.) 


OQ Beware of “blind ads” asking you to send your resume to a P.O. Box or newspaper box. The 
advertiser could be your current employer. Also, blind ads can be used to cover something 
unscrupulous: a company doesn’t want its employees to know about an internal opening; a 
company wants to practice discrimination without being identified, etc. 


Q If you have some, but not all of the qualifications for a position that you really want, apply 
anyway. There is rarely a perfect candidate for any position. If you know that you could do the 
job even though you are lacking an important credential, convince the recruiter. This is 
when going in person is crucial, because your resume might screen you out. In person, you can 
convey your confidence and enthusiasm, and capitalize on the skills and experience you DO have. 


However, be realistic. You can’t apply for a job as a surgeon if you haven’t gone to medical 
school, even if you are “good with your hands.” 


Private Employment Agencies 


You have never wanted to use an employment agency, but this ad sounds too good to believe. “Publishing! 
Creative Self-Starter Wanted To Be Right-Hand Assistant to Top-Level Executive. Excellent 
Organizational and Writing Abilities a Must. $25,000.” So there you sit, on the couch at XYZ 
Employment Agency, filling out an endless application form that duplicates all of the information on your 
resume. When you finally see an interviewer, she tells you that the position requires shorthand, good 
typing skills and a nice phone manner. “What about my writing ability?” you ask. “You have to take good 
minutes,” is the response. “Organizational ability?” “You have to be able to file.” You ask about the 
salary, and discover that $25,000 is the top of the scale. They hope to hire someone at the bottom of the 
scale — $19,000. 


The typical experience at an employment agency is not a happy one. Nevertheless, good employment _ 
agencies DO exist. Here are some tips to help you find a helpful agency: 


1 Your best bet is probably an agency that specialized in your particular field. These agencies know 
the industry well, have good contacts in the field, and won’t be as likely to send you to interviews 
outside of your interest area or competence level. 


[1 Watch the Help Wanteds. Beware of agencies that run the same ad week after week. They are 
probably trying to build up a list of candidates without having positions to fill. 
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L} Watch out for agents who try to match you only to jobs identical to those you have already had. If 
you want to make a move up, or if you are switching careers, you need an agent who will be your 
advocate. A good agent will plug your strengths and focus on your transferable skills. If your 
career goals are unrealistic, he should tell you, but if he tries to push you into applying for 
positions that don’t interest you just so he can make a sale, find another agent. 


LJ Only use agencies that don’t require you to pay a fee. 


LJ} Remember, the employment agent who impresses you with his integrity, competence and 
pleasantness will probably also impress a hiring supervisor. Many companies are deluged with 
calls from employment agencies wanting to do business. They will probably give their business to 
the person they like the most. Don’t let yourself be represented by an agent who is less 
professional than you are. 


When you do go to an agency, dress well and conduct yourself as you would for any interview. Be honest 
with the agent about your qualifications and your needs. A good agent can be a valuable assistant, giving 
you feedback about how you present yourself and tips about how you SHOULD present yourself to a 
particular employer. Don’t be afraid to bug the agent after your interview with him. Employment agencies 
often see hundreds of people each week. Your agent will probably work on your resume for a few days, and 
then move on to new applicants as they come in. The only way he will remember you is if you keep calling. 


Also, don’t be afraid to use several agencies. In fact, tell your agencies that you are using others. This will 
keep them on their toes. 


Business Pages of Local Papers 

Watch your local papers for news about companies moving into your area. If a large company with 
corporate headquarters elsewhere is moving in, contact corporate headquarters to set up an interview. If it 
-is a small company, find out who to contact (try your Chamber of Commerce for information), and get in 
touch as soon as possible. 

Watch for news about people who have been hired or promoted. Write to anyone who sounds interesting, 
congratulate him or her, and mention that you would be interested in working for them. 


Trade Journals and Periodicals 


In some professions, advertising is done primarily in professional journals. Find out which professional 
journals cover your field (ask your librarian), subscribe, and apply for any positions that interest you. 
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Trade Shows, Professional Conventions 


Trade show and conventions offer many advantages: you meet potential employers in a non-interview 
situation, allowing you to be more relaxed; you are provided a forum where you show potential employers 
your face before your resume, allowing you to make an impression before being screened out; you can do 
extensive networking ... finding out who can help you get the position you really want in your field. 


Executive Search Firms (Headhunters) 


“Headhunters” are hired by companies to find talented individuals for “hard-to-fill” positions. Unlike 
employment agencies, which try to find a match between any applicant off the street and any company 
who will do business with them, headhunters are retained by a firm to look for specific types of individuals 
to fill very specific positions. The best way to find the individuals they are looking for is to steal them 
from other companies. For example, if a large manufacturing company is looking for a vice-president of 
finance, they might want to see only people currently working as vice-presidents of finance. The job of the 
head hunter is to find the vice-presidents of finance who fit the bill, and then to entice them away from 
their current position. If you are a currently employed executive, it couldn’t hurt to send your resume to an 
executive search firm. As with employment agencies, industry specialists are probably your best bet. If 
you aren’t an executive, or aren’t currently employed, call the search firm and ask if they might be able to 
do anything for you. 


Personnel Offices of Companies, Schools, etc. 


Large organizations often post openings “internally” before advertising them. In fact, some organizations 
hardly ever advertise outside (especially hospitals and universities). All job openings are posted on a 
bulletin board in the personnel office. This gives current employees the opportunity to apply for better 
positions within the company, plus it saves advertising costs. if you are interested in a particular 
organization, call to find out if they post openings. If yes, visit the personnel office frequently. New 
listings may be posted daily. Some organizations even publish a weekly listing of openings, which you can 
receive by sending a stamped, self-addressed envelope. 


College Placement Offices 


If you are a student, by all means take advantage of your college placement office. Placement offices 
usually offer a range of services: career counseling, listings of job openings, pre-arranged interviews. Pre- 
arranged interviews work like this: a company wants to recruit employees from college campuses, so a 
representative comes to your school. All you have to do is sign up for an interview. It’s a great 
opportunity: the interview is guaranteed (you can’t get screened out before the interview stage); and the 
company is looking for people straight out of college, rather than for high level professionals with more 
experience than you have. 
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The Old Standby: Personal Contacts 


You are definitely the outstanding candidate. Everyone else has a Master’s Degree; you have a Ph.D. You 
have five years of experience in the field; everyone else has two. You are smarter, a better writer, wittier. 
Still, you lack one thing that candidate X has going for him. You are not the son of the boss. 


It’s no secret that the best way to get a job is to be related to someone who can hire you. If your family 
fails you, reach out! Tell everyone you speak to that you are looking for a job. Ask your friends to be on 
the lookout for you in their places of employment. Nine out of ten employers would rather hire someone 
who is personally recommended to them. 


Miscellaneous Other Sources 
[} State and Federal Employment Offices. Can’t hurt to register. After all, the services are free. 


‘1 Professional Registers. A register is a publication listing openings in a particular field, usually 


published at least several times a year. Some types of registers publish resumes for employers to 
review. 3 


LY The YELLOW PAGES. A great companion to the job-seeker. When you are despairing, feeling 
that you will never find a job, pick up the Yellow Pages. Certainly, of all the businesses listed in 
that fat book, one must need you. 


Use the YELLOW PAGES as a reference source, to find out what businesses exist in your field. 

You can pre-screen using the YELLOW PAGES: call up Personnel Offices and ask if they plan to 

be doing any hiring in the near future; ask what they specialize in; who is the person in charge of _ 

hiring, etc. Build a network of contacts using the YELLOW PAGES. Ask everyone you call if 

they can recommend someone who might be of help to you. If you go through the Yellow Pages 
thoroughly, chances are that you will uncover some interesting leads. 


L) The “Shotgun Approach.” This is when you send your resume to companies whether or not they 
have advertised openings. This method is a big favorite among recent graduates. Some people 
send out hundreds of resumes in this way and get no response. To the average employer, 
your precious Vita is just another unsolicited advertisement, headed for the trash can express. If 
you want to make contact with a company, go in person or call; or at least, follow up your mailing 
with a phone call. 


COVER LETTERS 


Sending a resume without a cover letter is like going outside half dressed; it’s easy and breezy, but it 
doesn’t look good. Cover letters are very important. Some employers fold back the cover letter without 
reading it and go straight to the resume, but you can bet that if there isn’t a cover letter to fold back, the 
resume will end up at the bottom of the pile. A surprising number of employers pay at least as much 
attention to the cover letter as they do to the resume. Cover letters show how well you write, they give 
some idea of your personal style, they highlight information that may be lost in the resume. A resume is, 
after all, a rather dry compilation of statistics from which an employer can’t really get much of a sense of 
you. The real function of a cover letter is to add flesh to dry resume bones. 


Many applicants don’t realize how important it is to send a high quality cover letter. The “form” cover 
letter (“Enclosed please find...”) is as common as peanut butter. Let everyone else send peanut butter. 
Your cover letters should be “caviar”. Use some of these tips: 


(1 Use good quality paper, with a watermark. It makes a difference. If you have personalized 
stationary, use it. For extra flair, match your cover letter stationary to your resume. 


O DONOT HANDWRITE A COVER LETTER, EVER. Use a good quality typewriter or 
printer. Borrow or rent one if you have to. Uneven, poor-quality type makes an unprofessional 
appearance. 


Check, double-check and triple-check for typos, misspelled words, grammatical and punctuation errors. 


Q If possible, find out who you should address the letter to, and send (or deliver) it to that person. 
Call the organization ahead of time and ask who will be reviewing applications. If you can’t get a 
name, DO NOT address your letter to “Gentlemen” or “Sirs.” The unknown employer receiving 
the letter could very well be a woman. She might not appreciate being called “Sir.” Acceptable 
alternatives include ““To Whom it May Concern” or “Dear Hiring Committee.” 


Respond directly to the need stated in the advertisement. If the position requires three years of 
supervisory experience, begin a paragraph with a statement such as “I have three (or four or ten) 
years of supervisory experience ...” Respond to each qualification listed, point-by-point. Throw in 
an accomplishment or two for good measure. If you have some, but not all of the qualifications 
listed, do not point out what you are lacking. Instead, capitalize on those qualifications you 
DO have. 


QO Tell why the position or company interests you. If you don’t know, at least state that eee are very 
interested in the position. 


Q Be natural in your writing style. Remember, your letter will be read by a human being with a real 
need for help, not by a computer. On the other hand, don’t be overly familiar. The employer 
wants to know how you can help him, not how you have suffered in you last job or fantasized 
about a position such as the one advertised. 


116 


L} Limit the letter to one page. 


ADDITIONAL TACTICS FOR GETTING YOUR FOOT IN THE DOOR 
Follow-Up Your Resume with a Phone Call 


If you have mailed in your resume, it is a good idea to follow-up with a phone call in several days. 


1 Ask if your resume was received. A startling number of resumes are never received, or are lost or 
thrown out. If your resume was not received, volunteer to hand-deliver another one. While you 
are at it, ask if the employer might have ten minutes to spend with you to answer some questions. 


() If your resume was received, ask about the hiring process. Express your interest in the position. If 
you can, ask for an appointment. If not, call again in a week. 


Getting Around the Personnel Office 


Many large companies screen all applicants through a central personnel office. The job of the personnel 
officer is to screen out all “inappropriate” applicants so that the hiring supervisor doesn’t have to be 
bothered with them. If personnel decides that you are inappropriate, you are in trouble. 


The problem is that the people in personnel use formulas to review resumes. They get so many 
applications that they have to be very systematic about reviewing them. If your qualifications don’t reduce 
to a nice formula, you are not going to make it. You may be perfect for the position, the hiring supervisor 
might adore you if he met you, but it will never happen because personnel will screen you out. What can 
you do? 


“1 Bypass personnel, if possible. Find out who will make the final hiring decision and go directly to 
that person. But be careful! Some managers do not want to be disturbed by job applicants. Don’t 
intimate that you are trying to bypass personnel. Instead, say that you have some questions about 
the position. Ask if it is okay to send your resume directly to him. Feel out the situation. Some 
supervisors are as annoyed as you are by the bureaucratic workings of the personnel office. They 
will admire you for your initiative. But if you meet resistance, apologize, don’t leave your name, 
and go back to personnel. 


(1 If you must go through personnel, try to befriend the personnel officer. Dress well for your 
interview, conduct yourself professionally, be polite. Call frequently to ask about the status of 
your application. 
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Informational Interviewing 


Informational interviewing is the Rolls Royce of job hunting techniques. It has class, it is marvelously 
effective, it puts you in the right company, but it take time and is, therefore, expensive. The premise 
behind informational interviewing is this: 


1 Traditional job hunting methods do not allow you to discover the best position for you to present 
your best qualities to employers. 


1 You should instead, begin a job search by deciding what field you are interested in. Make 
appointments to talk to people working in the field. Do not go with the idea of looking for a job. 
Instead, go with questions about the field or about the company. Try to determine how you 
might fit in, what you would most like to do. Do homework before speaking to people. Find out 
whatever you can about the work and the company. Ask questions that were not answered in the 
materials you read. 


When you are a job-seeker, you are on the defensive, the employer is on the offensive. But when 
you meet with someone in an informational interview, the footing is more equal. 


1 Ask everyone you meet to provide you with names of other people you could talk to. Remember: 
you are not yet looking for a job offer. Do exhaustive grass-roots research on your field. You will 
get an inside view of the profession in which you are interested. 


Q If you start by talking with people at a lower level in the organization, you will be prepared by the 
time you work your way up to the person with the hiring power. 


1 When you finally determine exactly where you want to be and what you want to be doing, go after 
it. Make an appointment to meet with someone who has the authority to hire you. Tell that person 
how you could be of help to him or her. Discuss a particular problem which you have 
become aware of in the organization, and tell the interviewer how you could help to resolve it. But 
be careful: you are not there to educate the interviewer; he or she might not appreciate your 
analysis of the organization. The problem you present does not have to be of major proportions. It 
could be as simple as: the person before you was always late. You will be punctual. 


People you have met in informational interviews may well remember you later when an opening occurs. For 
more information about informational interviewing, read What Color is Your Parachute?, by Richard Bolles. 


THE INTERVIEW 


You are qualified, poised, prepared. You wore a nice suit, polished your shoes, didn’t bite your nails all 
week. It would have been a great interview. Why did you have to get hiccups in the middle? 
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Anyone who has ever interviewed has winced through the moment of the mess-up, when the wrong 
comment slips out, or the run in the stockings is exposed or the checkered past is revealed. Under 
pressure, even the most suave of us can err. The typical scenario is this: 


You are desperate for a job. You are particularly desperate for this job: it would be perfect for you. You 
have only one half-hour to convince the interviewer that you are the right candidate. The interviewer tells 
you that there are “several other very strong candidates.” He glares at you across the desk, asking probing 
questions, waiting to discover WHAT’S WRONG WITH YOU, to disqualify you from the competition. 


It is a nerve-wracking situation. But, it’s nerve-wracking in part because you have made several wrong 
assumptions. You can turn the interview around by changing your basic assumptions about the interview 
process. 


Consider these points: 


1. The interviewer might be as nervous as you are. Many interviewers do not conduct interviews on 
a regular basis. He might be shy, might not know what to ask, might not know how to conduct the 
interview. Your job is to make the interviewer feel comfortable. Try to be relaxed and friendly — 
to put the interviewer at ease. 


2. The interviewer is probably as desperate as you are. The person interviewing you has been 
shorthanded for a while. Work is piling up. Guess who takes up the slack? The interviewer 
desperately wants to find someone to help him/her out. Your job is to let the interviewer know that 
you are ready and willing to do whatever needs to be done, that you would not need much 
direction, that you would be a pleasant and supportive presence. 


3. The interviewer wants you to be the “right” candidate. His piercing appraisal and barrage of 
questions are not designed to eliminate you, but to find out if you are the “candidate of his 
dreams.” He has already seen your paperwork and has determined that you are qualified. Now he 
is trying to determine if you have the more subtle qualities the interviewer is looking for, so that 
you can convince him that you have those qualities. Listen carefully. Ask questions. Think 
before you speak. 


4. You can be as selective as the interviewer. Don’t think of yourself as a wallflower waiting to be 
asked to dance. Instead, think of yourself as a skilled dancer looking for a suitable partner. Keep 
your eyes and ears open. Is this position really what you want? Is the company up to your 
standards? Could you work for this supervisor? The interview is your opportunity to find out. 


5. Interviewing can be fun, educational and exciting. It’s an opportunity to meet new people, visit 
places you have never seen before, practice social skill and learn about the ways other people 
conduct their work lives. Once you accept a position and begin a regular work routine, you might 
actually miss the good old days of interviewing. 
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About The Interview — 


An interview is a lot like a blind date. The interviewer knows just a little about you. He has seen your 
resume. From that, he has constructed a mental image of you. He has determined that you possess enough 
of the necessary qualifications to warrant an interview. What’s left? The “chemistry” factor. Will he like 
you? Will you like him? Will you be able to stand being around each other for eight hours a day? Most 
interviews reduce to a very simple formula: if the interviewer likes you more than he likes the other 
equally qualified candidates, you will get the job. | 


The interviewer might know as soon as he sees you that you are or are not “the one.” Or, it might take a 
few minutes. But most experts agree: it rarely takes more than five minutes for the interviewer to make up 
his mind. He looks at you, listens to you and has a visceral reaction. That is how the hiring decision is 
made. ! 7 


You can’t force any particular interviewer to fall in love with you, but you might be able to sway chemistry 
in your favor. Learn the rules of interview etiquette. Practice your interviewing skills. At the very least, 
you will learn how to avoid being offensive. 


Interview Grooming and Attire 


Your brilliant intellect might have won you the “Most Likely to Succeed Award” in high school, but it 
won’t win your interviewer’s heart. Studies show that the first thing the interviewer will react to when he 
meets you is your appearance. It may be the primary thing. If you want to get hired, you had better pay 
careful attention to grooming and dress. 


Dressing for an interview is a specialized art. You can’t look dowdy, you can’t look flashy, you can’t look 
ugly and you can’t look glamorous. Your beautiful old prom dress might have bowled over your 
boyfriend, but it won’t impress your interviewer. Interview clothes must make you look like you mean 
business. Here are some guidelines: 


For Men: 


(3 No matter what type of position you are applying for, dress conservatively. you cannot go wrong 
in a suit. A suit projects a message: “I am serious about this position; I am a professional.” Even 
if you are applying for a job at a company where casual dress is the rule, wearing a suit to the 
interview is appropriate. If you feel overdressed when you arrive, you can always remove your 
jacket. 


[J Don’trecycle the suit you wore to Junior High School graduation. Make sure the suit fits. Buy or 
borrow one if you have to. Dark blue or gray pinstripe (with or without a vest) are the preferred colors. 


[J Wear a long-sleeved shirt. 
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Make sure your tie is the current fashion. Don’t wear a loud tie with funny sayings or cute pictures 
on it. Best bets are solid colors, polka dots or conservative stripes. And DON’T wear a bow-tie. 
A lot of people think they look silly. 


Don’t let your tie hang out of your collar at the back of your neck. Check in the mirror, or have a 
friend inspect you. 


Wear long dark socks. White socks, sport socks or fuzzy wool socks are taboo. 


If you are interviewing frequently in the same suit, have it laundered regularly. Cleanliness is 
essential. And make sure your clothes are wrinkle-free. 


Polish your shoes. Make sure they don’t have worn-down heels. 
Tuck in your shirt-tail. 


Don’t have items bulging out of your pockets, keys dangling from a chain on your belt, or a pen 
behind your ear. 


Short hair, neatly groomed, is the safest bet. Some employers just don’t like long hair. You can 
always grow it after you get the job. The same goes for beards and mustaches. 


AVOID - Jewelry or flashy watches 
- Cologne or too much after shave 
- Sports jackets 
- Loafers or platform shoes 
- Dirty nails 
- Eating garlic or onions before the interview 


For Women: 


C) 


A conservative suit is a safe bet for women also. Or, you can wear a professional-looking dress. 
Of course, it isn’t’fair that men can wear pants and you can’t, but facts are facts: most employers 
would prefer to see a woman in a skirt. 

Don’t forget to wear a slip. 


Stockings should be run-free. Bring an extra pair with you in case of mishaps enroute. And shave 
your legs before you go. An interview isn’t a good place for making political statements. 


Don’t wear sandals or very high heels. You should be able to walk comfortably. 
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[} Don’t wear anything sexy. 


[} Clean out your pocket book before you go. What if you have to pull something out of it during the — 
interview? 


(} Arrange your hair in a conservative style, even if it isn’t as flattering to you as your usual chic style. 


CL} A short hemline will probably lead to a short-lived candidacy. Your skirt should be at or below 
your knees. 


Ly AVOID - Bright colored nail polish 


- Extra long nails 

- Excessive jewelry 

- Excessive make-up 

- Perfume (or at least minimize it) 

- Carrying shopping bags with you 

- Eating garlic or onions before the interview 


Interview Etiquette 


Your spiffy interview clothes may carry you through those first few seconds, but your manners and general 
comportment become critical the next few minutes. The combination of these factors — appearance, 
manners and overall comportment — are probably what the interviewer will base his hiring decision on. 
The interview has its own code of honor. Learn the rules, wear the right clothes and you will be on the 
home stretch. 


Rule #1: 


Rule #2. 


Rule #3. 


Arrive early. If you are running late, you are going to be frantic. If you are frantic, you will 
perspire. If you perspire, you will ruin your interview clothes. You will also ruin the interview. 
You won’t be at your best; plus, the interviewer will be annoyed. No one likes to be kept 
waiting. The interviewer will assume that if you are not on time for this first meeting, you 
wouldn’t be on time for work either. Plan to arrive ten or fifteen minutes early. Make sure you 
know how to get there. Take a trial run before the interview to see how long the trip takes. 


Don’t slouch in the lobby. If you have to wait in the lobby, sit properly. Don’t smoke, chew 
gum, or listen to your Walkman. Don’t read a novel or the National Enquirer . The best thing to 
do is to try to find some company literature to read. Breathe deeply to calm yourself down. 
Take off your coat and organize your belongings. When the interviewer arrives, you will b 
poised and prepared. 


Be ready for the handshake. You are probably going to have to shake the interviewer’s hand, so 
“de-grease” your palms if they are sweaty. You don’t want to offend the interviewer. Bring a 
tissue with you, or go the the bathroom and run your hands under water. 
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Rule #4. 


Rule #5. 


Rule #6. 
Rule #7. 


Rule #8. 
Rule #9. 


Rule #10. 


Rule #11. 


Rule #12. 


Rule #13. 


Rule #14. 


Rule #15. 


Having a firm handshake is very important. This is true for women as well as for men. 
Interviewers frequently eliminate candidates because they have weak or clammy handshakes. If 
you aren’t an experienced hand-shaker, find someone on whom to practice. 


Walk Briskly. Stand straight. The interviewer will be observing your posture and vigor. On the 
other hand, don’t stomp or push your way in front of the interviewer. 


Remember the Boy Scout motto: “Be Prepared!” Carry your resume with you. The interviewer 
might not have a copy handy. Bring a list of your references. And take extra money in case of 
unforeseen expenses. 


Don’t sit until you are invited to do so. When you DO sit, try to position yourself at a diagonal 
to the interviewer rather than directly across from him. It’s less oppositional. 


Don’t wear your coat to the interview. And don’t hold your pocketbook or briefcase in your lap. 
You don’t want to look like you are ready to fly out the door. 


Don’t cross your legs at the knees. Sit with your feet flat on the floor or crossed at the ankles. 
Don’t yell or whisper. Try to match the volume of your voice to that of the interviewer. 


Watch your gestures and facial expressions. Don’t make nervous or jerky movements. Don’t 
run your hand through your hair or stroke your face. Don’t tap your fingers, crack your 
knuckles, spin your ring or swing your leg. Smile, but don’t smile the entire time. Relax your 
forehead and the muscles around your eyes. 


Make eye contact. Don’t look around the room when talking to the interviewer; look at him or 
her. 


Don’t try to read the papers on the interviewer’s desk. 


If the interviewer introduces himself or herself with a first and last name, use the last name 
when addressing him. If the interviewer is a woman, don’t ask if it’s “Mrs. or Miss.” Many 
women will find the question offensive. Anyway, it could be “Doctor.” Find out ahead of time. 
If you are sure she isn’t a doctor, use “Ms.” 


Don’t talk too much, don’t talk too little. Your responses to the interviewer’s questions should 
be brief, but not monosyllabic. If you find yourself talking for more than two minutes at a 
Stretch, put on the brakes. 


Watch your language. Don’t curse, even if the interviewer does. And don’t use obscure five- 
syllable words to impress the interviewer. He will just think you are obnoxious. 
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Rule #16. Be natural. It might be hard when you are trying to follow all of these rules, but being natural is 
probably the most important rule. It is better to come across as a great and competent person 
with a shirt-tail hanging out than as an impeccably groomed and competent person who is 
visibly uncomfortable, affected or nervous. 


AFTER ETIQUETTE 


If you’ve impressed the interviewer with your professional appearance and poise, you already have a foot 
in the door. Don’t let that door slam on your foot before you get the rest of your body through it. Be 
prepared for the interview itself. : 


The interviewer will ask you quite a few questions: What are your strengths? What are your weaknesses? 
What are your goals five years from now? ... Do you think that the interviewer really cares about these 
things? Do you think he will select the candidate with the best five-year plan? Of course not. The 
interviewer won’t even remember what you said two days from then. Behind every question the 
interviewer asks you is a much more basic question. 


This is what the interviewer really wants to know: 
Could you handle the job effectively? 
Do you have a positive, enthusiastic attitude? : 
Are you normal? Do you have morals? 
Would hiring you reflect badly (or well) on him or her? 


Almost any question the interviewer asks you is a cover for one of these four basic questions. The 
interviewer believes that you have the basic qualifications for the job or you wouldn’t have been invited for 
an interview. But he is very worried that you might have some hidden defect that doesn’t show up on your 
resume, a fatal flaw that would render you useless on the job. Are you lazy? Are you nuts? Are you 
wimpy? Are you a troublemaker? These are the things the interviewer is trying to find out. Understand 
this principle, and you can allay the concern behind any question you are asked. Here are some tips: 


THE FIRST CONCERN: Could you handle the job effectively? 


You might be drooling over this job; you might think it sounds fantastic. Chances are that the interviewer 
doesn’t agree with you. It is a sad fact that every job has some hidden problem, and you can bet that the 
interviewer knows what the problem with this job is. Maybe it is that there is too much pressure, maybe 
the job is very boring, maybe you would have to work with a jerk. The interviewer already assumes that 
you have the essential qualifications. Now he is trying to find out if you could handle the special problem. 
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Q Your job is to find out what the hidden problem is, and to convince the interviewer that you could 
handle it. How? Get the interviewer to tell you about the position before you answer any 
questions. This may not be easy to do. The interviewer might begin shooting questions at you as 
soon as you sit down. Try to re-direct the questions. For instance, if you are asked, “Have you 
done anything like this before?” you can respond, “Yes, I have. But I could be more specific if 
you tell me a little more about the position and what you are looking for.” If the interviewer asks, 
“Can you work under pressure?” answer, “Yes, I have worked under pressure in all of my 
positions. But I could address the question more fully if you tell me about the type of pressure that 
the position will entail.” 


1 Be prepared to talk about your accomplishments. The best way to comfort an anxious interviewer 
is to convince him that you performed well in a similar position before. Before you go to the 
interview, review your previous achievements. Think of some anecdotes to illustrate how 
you handled difficult problems. 


THE SECOND CONCERN: Do you have a positive, enthusiastic attitude? 


The interviewer is no fool. He figures that if you are enthusiastic about the position, you will work hard at 
it. You won’t quit in three months. You won’t try to form a union of disgruntled employees. You will be 
pleasant to be around. You will probably get hired before candidate X, who is twice as qualified as you 
are, but who seems to have no life energy. 


If you have a naturally dull disposition, you will have to stretch yourself. Enthusiasm is essential to 
success. Here are some tips: 


O Find out everything you can about the company and the position before the interview. The 
employer will probably ask you, “What do you know about our company?” If you say, “Uhhh, 
nothing,” you’ve struck out. Let the interviewer know that you are well-informed. He will 
think that you are applying for the position with your eyes wide open, that you know what you 
want. Plus, he will see that you are conscientious and concerned enough to do research ahead of 
time. There are many ways to research a company. Call and ask for an annual report or 
brochure, if available. Go to the library and do research. The company might be listed in a 
business directory such as Dun & Bradstreet or Standard & Poor’s. Call the Chamber of 
Commerce. Look at products the company manufactures. It is also a good idea to find out 
whatever you can about the person who will be interviewing you. If you can’t get information 
from one of the business directories, try calling the interviewer’s secretary. You can at least ask 
what your interviewer’s title is and how long he has been with the company. And, while you are at 

it, ask if there is a written job description that can be sent to you. When you go to the 

interview, carry the company literature with you, and let it show. You are telling the interviewer 
that you have done your homework. At some point during the interview, you will undoubtedly be 
asked if you have any questions. If you have done background research, you can prepare 
intelligent questions ahead of time. 
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O Becommunicative. If you are interested in the position, let it show. Don’t turn into a mouse 
because you are afraid of being too pushy. Convey your interest in a businesslike, but enthusiastic 
fashion. Tell the interviewer verbally and by your tone that you want the job. 


THE THIRD CONCERN: Are you normal? Do you have morals? 


Reassure the interviewer by letting him know that you have handled your past business dealings ina 
mature and balanced fashion. When asked why you left your previous positions, give positive reasons: a 
better opportunity elsewhere, return to school, move to another area. 


Q DON’T talk about the horrors of your last job! Even if your last boss was a neanderthal, don’t 
complain about him. The interviewer will automatically suspect that you have problems getting 
along with people, particularly with bosses. Dwell on the positive. If you last boss was 
ruthlessly demanding, say, “She was a perfectionist,” not “She was impossible to please.” 


QO Be prepared for “red flags.” The interviewer may discover that flaw in your background so 
cleverly buried on page two of your resume. Be prepared. You were fired? Spent two 
years selling crystals in Honolulu? It’s not the end of the world. You can diminish the impact of 
problems in your background by presenting them in a positive light. If you were fired ... talk about 
how much you learned from the experience. Don’t discuss the grimy details, how unfair the 
employer was, how you suffered, etc. Rather, convey the attitude that it was an unfortunate and 
isolated occurrence in the midst of your otherwise successful work life. 


Should you tell the interviewer you were fired? Use your discretion. Some interviewers will be 
sympathetic; others won’t. But if asked directly, tell the truth. 


If there is a gap or inconsistency in your work history, let the interviewer know that you are very 
- stable now, and that you are looking for a long-term commitment. 


Tell the truth, be sincere. A good interviewer can smell a lie as quickly as a mother can. Omit 
detrimental information if you want; but don’t tell outright lies. If the interviewer catches you 
lying, he sure won’t trust you with keys to the office. 


THE FOURTH CONCERN: Would hiring you reflect badly (or well) on him or her? 


If you address the previous three concerns, this one will automatically be taken care of. 
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Practice Your Interviewing Technique 


The best way to prepare for an interview is to practice interviewing with a friend. If you don’t have any 
friends, use a mirror and practice interviewing yourself. 


These are some commonly asked interview questions. Practice your responses. 
Why do you want this job? 
Tell me about your last position. 
What did you like most about your last position? What did you like least? 
How do you handle pressure? 
What are your strengths? Weaknesses? 
Why were you out of work for so long? 
Why should I hire you? 
Tell me about yourself... 
What are your long-range career goals? 
What type of work environment do you prefer? 
What achievements have given you a feeling of satisfaction? 
Talk about a problem you encountered in your work and how you resolved it. 
What was your worst failure? 
Why do you want to leave your current job? 
How long a commitment could you make to this job? 
Do you have any questions? 


What are your salary expectations? 


Questions you should ask: 
When would the position begin? 
What is the most important aspect of the position? 
How would I spend my time in a typical day? 
Who would I report to? 
Who would report to me? 
Is this a new position? If not, where is the person who had the position before me? 


Who would I be working with? 


Salary, Benefits, Promotions, and.all that... 


Of course you want to know what salary you will be offered. But experts generally agree that you 

shouldn’t ask in the first interview. You also shouldn’t ask detailed questions about benefits, or you will 

give the interviewer the impression that you care more about compensation than about the opportunity the 

position offers. Of course, you might indeed care more about salary and fringes. However, it isn’t wise to 
let the interviewer know. 


Most interviewers say they want to see some ambition in a candidate. However, it probably isn’t wise to 
ask too many questions about future growth. The interviewer wants to know that you will be satisfied in 
the position being offered. | : 


When can you ask the nitty gritty questions about salary, et al? When you are in the negotiating stages; for 
instance, if you are invited back for a second interview, or if the interviewer calls and offers you ine 
position. 


A FINAL NOTE 


The interview is over, and you are enjoying an ice-cream sundae. Then you are going to a movie, followed 
by dinner with your dear friend Pierre. Might as well celebrate: it looks like you got the job. The 
interviewer said he was impressed with your credentials, and you sure did get a good feeling on your way 
out the door. 
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Chances are that celebration will ultimately turn to indigestion. Because while you are busy stuffing your 
face at some fancy restaurant, your competition is writing an eloquent thank you letter. Then tomorrow, 
when you are sunning at the beach, your competition will be calling the interviewer to reaffirm his interest 
in the position. The next day, when you are moping because you are beginning to realize that you might 
not get the job after all, your competition will be pursuing other leads. And next week, when you are 
opening the rejection letter, your competition will be puzzling over which of several offers to accept. 


The battle does not end when you leave the interviewer’s office. The battle ends only when you have a 
contract in hand. So if you want to get hired, keep fighting for the position, even after the interview. Write 
a thank you letter. Call the interviewer. And follow up other job leads. 


Following Up: Thank You Letters and More 


Virtually every book on job hunting will advise you to write a thank you letter after an interview. Virtually 
every job seeker eventually comes across this advice. And virtually every job seeker chooses to ignore this 
advice. It may be the biggest mistake in the entire job campaign. 


Look at it this way. Suppose you are the interviewer. You are very impressed with two candidates; in fact, 
you can’t decide between them. You check references. Both have excellent references. Both have 
excellent backgrounds. Both interview very well. Maybe candidate A interviewed a little better than 
candidate B. You are thinking about offering the job to A. But then the mail comes and there is this 
wonderful thank you note from candidate B. It says, in essence, that he would love to work with you, he is 
excited by what the company is doing, he is willing to work hard, plus he reminds you that he has 
specialized training. You had forgotten about that training. And then he calls. “Have you made up your 
mind yet?” he wants to know. He assures you he doesn’t want to be pushy, he just wants to know if he got 
the job so he can start as soon as possible. 


Who are you going to offer the position to? How can you resist the enthusiasm of candidate B? Would 
you have the heart to turn him down? Anyway, you haven’t heard from candidate A at all, so you figure he 
might not be all that interested. 


A thank you letter accomplishes several things: 
LY It lets the interviewer know that you follow through on what you start. 
LJ It shows the interviewer that you have good manners. 
LI It lets the interviewer know that you are very interested in the position. 


L} It reminds the interviewer of your special qualifications, or points out qualifications you 
forgot to mention in the interview. 
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A Sample Thank You Letter 


Dear Mr. Jones: 


I enjoyed meeting with you yesterday, and want to thank you for your thorough description of 
the position available at Maribeto Industries. I was particularly interested to learn that 
Maribeto will be starting a new project in Bali, and that if offered the position, I would be the 
Project Manager. As I mentioned to you in the interview, I spent five years in Bali (from 1974- 
79) during my internship with Royce and Company. I believe my familiarity with that country 
would be of great benefit. I am also excited by the prospect of using my background in 
journalism to document the progress of the project. 


From what you told me, and from my own observation, I believe Maribeto would be the ideal 
company to work for. I realize that a great deal of hard work would be required in the initial 
stages of the project. I would undertake that work with the energy and enthusiasm the project 
deserves. ? | 


I look forward to speaking with you again soon. 
Sincerely, 


You can vary this letter in a million ways. Just let the interviewer know that you appreciate the time he 
took to meet with you. If he was particularly helpful to you, let him know. Remind him of one or more of 
your strengths, let him know that you are still enthusiastic about the job, and sign off. That's it. 


One more thing. Send the letter immediately after the interview. Promptness impresses. After several 
days, the interviewer might begin to forget you. He might not be able to match your letter to your face. So 
get that letter in the mail the same day as your interview. 


Calling After the Interview 


If you are really dying to know the status of the search several days after your interview, why not call and 
ask? There may be some employers who will consider you to be pushy, but most will probably appreciate 
your enthusiasm. It sure beats anxiously waiting for the verdict (HIRED/NOT HIRED). If the 
interviewer told you he would let you know in a week and more than a week has passed, you should 
definitely call. The delay may not be what you think. Maybe you ARE the final candidate, but there is 
some problem setting the salary. Maybe the interviewer is having trouble getting through to your phone. 
Or, maybe it is what you think; someone else was offered the job. If so, you might as well find out now so 
you can get on with your life. 
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Special Tactics 


If the interviewer already likes you, your follow up efforts will probably be the “icing on the cake.” Want 
a fancy icing? Try one of these tactics: 


LY Send a telegram instead of a thank you letter. 
“Y Call the interviewer to let him know you are still interested in the job. 
LJ Call and ask when you can start. 


I If you absolutely HAVE to have this particular job, call the interviewer and suggest that he try 
you out on a trial basis for a week or two. 


If You are Rejected... 
Don't close the door on an employer just because he rejected you. He might still be of use to you. 


L} Write a letter thanking him for reviewing your credentials, and state that you hope you can work 
together at some future date. The employer might be impressed enough to remember you if any 
Openings do occur in the future. 


“J If you wonder why you didn’t get the job, call and ask. An employer who has rejected you might 
offer valuable observations about how you can improve your resume or your interviewing 
technique. He might make suggestions on ways you can enrich your background; he might 

suggest other companies you could apply to. 


How to Keep a Positive Attitude Even When it Looks LikeYou Will Never Get a Job 


Job hunting is like fishing: no matter how enticing a line you put out, there is no guarantee of catching 
anything. Sooner or later, you are bound to get rejected. 


Rejections come in many forms. There are nice rejection letter and insulting rejection letters, form letters 
and personal notes. Sometimes you get a “sorry we don’t want you” phone call; sometimes you never hear 
from the company at all. The most common rejection, though, is the form letter: 


“You were one of many qualified applicants. We chose someone else. We’ ll keep your resume on file.” 
The first few times you get rejected are probably the hardest. You may feel angry, or hopeless or puzzled. 


And then, if you have been job hunting for a long time and you have received enough rejection letters to 
wallpaper your bedroom, you may really begin to despair. 
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Rejection is never easy. It makes you wonder what is wrong with you. Is everyone else better than you? 
Did you make all the wrong choices in your education and career? Do you lack poise, are you dull, can the 
interviewer tell how depressed you are? These are the kinds of things that you might begin to wonder after 
you have been job hunting for a while. If you are unemployed, you may already feel useless and 
unproductive. This makes rejection even harder to take. 


Job hunting may be one of the hardest things you will ever have to do. You have to keep at it, even when 
you feel totally depleted. You have to present yourself as a self-confident and enthusiastic person even 
when you feel completely useless. Your finances may be in desperate condition, you may feel like you will 
vomit if you have to look at the classified ads again, but you do have to look at the classified ads again, and 
again, and again. 


There are no easy answers, but there are some things you can do to make it a little easier for yourself: 


(1 Remember that you are not alone. Don’t take rejection personally. Tell yourself over and over 
again that all job hunters face rejection. It may help to join a support group for job hunters. If 
there isn’t one in your area, you might consider forming one. 


O Keep up a daily routine. Even if you are unemployed, it is important to maintain discipline in 
your life. Get up early, go out for a walk, eat your meals, and organize your time as efficiently as 
you would if you were working. 


O Exercise. It will help you feel better about yourself. It will give you energy. It will give you 
courage. It will take your mind off your troubles. 


Q Volunteer. If you aren’t working, spend a little time each week doing something useful in the 
community. It will look better on your resume than doing nothing, plus it will make you feel 
better. 


1 Read other books about job hunting. They will remind you that what you are going through is 
normal. They might give you good ideas for new avenues to pursue. 


(1 Goshopping. Dress nicely. Act as though you have a great job. This is not self-deceit. It is self- 
preservation. If you take good care of yourself, despair will have a much harder time attacking 
you. 


O Above all, don’t give up. Keep sending out applications. Keep following up job leads. Keep up 
your good humor. You will definitely get a job sooner or later. 
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Accelerated 
Accomplished 
Achieved 
Acquired 
Adapted 
Addressed 
Administered 
Advised 
Analyzed. 
Applied | 
Appointed 
Approved 
Arranged 
Assessed. 
Assigned 
Assisted 
Attained 
Audited 
Augmented 
Authored 
Bought 
Broadened 
Built 
Calculated 
Centralized 
Clarified 
Collaborated 
Completed 
Composed 
Conceived 
Condensed 
Conducted 
Consolidated 
Consulted 
Contracted 
Contributed 
Controlled 
Converted 
Coordinated 
Corrected 


Created 
Cultivated 
Cut 
Decreased 
Defined 
Delivered 
Demonstrated 
Designated 
Designed 
Determined 
Developed 
Devised 
Directed 
Discovered 
Distributed 
Documented 
Distributed 
Documented 
Earned 
Edited 
Effected 
Eliminated 
Employed 
Enforced 
Engineered 
Established 
Evaluated — 
Examined 
Executed 
Exercised 
Expanded 
Expedited 
Extracted 
Financed 
Forecasted 
Formed 
Formulated 
Found 
Founded 
Fulfilled 


Generated 
Guided 


Identified 
Implemented 
Improved 
Improvised 
Increased 
Influenced 
Initiated 
Inspired — 
Instigated 
Instituted 
Instructed 
Insured 
Integrated 
Interpreted 
Interviewed 
Introduced 
Invented 
Investigated 
Launched 
Led 
Located 
Maintained 
Managed 
Marketed 
Mediated 
Mobilized 
Modified 
Monitored 
Motivated 
Negotiated 
Obtained 
Operated 
Ordered 
Organized 
Originated 
Participated 
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Performed 
Pinpointed 
Pioneered 
Planned 
Prepared 
Presented 
Processed 
Procured 
Produced 
Programmed 
Projected 
Proposed 
Proved 
Provided 
Published 
Purchased 
Recommended 
Reconciled 
Recruited 
Redesigned 
Reduced 
Regulated 
Reorganized 
Represented 
Researched 
Resolved 
Restored 
Reviewed 
Revised 
Revitalized 
Scheduled 
Secured 
Served 

Set Up 

Sold 

Solved 
Specified 
Sponsored 
Staffed 
Stimulated 


Strengthened 
Structured 
Studied 
Suggested 
Summarized 
Supervised 
Surveyed 
Tailored 
Taught 
Terminated 
Tested 
Trained 
Translated 
Undertook 
Unified 
Utilized 
Verified 
Won 

Wrote 


Dear Employer, 


I am very interested in the position of Assistant to the President advertised in the October 1, 
1989 Philadelphia Inquirer. As the enclosed resume indicates, I have ten years of 
administrative experience, including six years as Assistant to the President of Merlyn 
Corporation. : | 


At Merlyn, I was responsible for managing a 2.5 million dollar annual budget. In addition, I 
wrote financial reports, supervised a staff of 13 and oversaw public relations efforts. My 
previous experience includes four years as Assistant for Development at the University of 
Chicago, where I headed a successful campaign in 1980. : 


I work well under pressure, have a good sense of humor, and believe I would find the 
atmosphere at your company stimulating. I am particularly interested in your latest product 
development efforts, and look forward to discussing with you how my skills and experience 
might be of benefit in those efforts. 


Please call me at 555-6684 to arrange an interview at your convenience. Thank you for your 
consideration. 


Sincerely, 


APPENDIX B: Sample Cover Letter 


APPENDIX C: Sample Thank You Letter | 


September 3, 1989 


Dear Mr. Johnson, 


I enjoyed meeting with you yesterday, and want to thank you for your thorough description of 
the position available at Zippo, Inc. I was particularly interested to learn that Zippo will be 
opening a new plant in Alaska, and that if offered the position I would be part of the team 
setting up the operation. As I mentioned to you when we spoke, I spent two years in Alaska 
with Alpha and Company (from 1985 to 1987). I believe that my familiarity with Alaska 
would be of great benefit. I am also excited to use my background in management to organize 
employee move and recruitment. : 


From what you told me, and from my own observation, I believe Zippo would be the ideal 


company to work for. I realize a great deal of hard work would be required to complete the 
project. I would undertake that work with the energy and enthusiasm the project deserves. 


I look forward to speaking with you again soon. Thank you again for you time. 


Sincerely, 


APPENDIX D: Sample Resumes 


Randall Hillard 


School: Home: 
112 Gray Hall. R.P.1. 1516 Lawrence Hill Road 
Troy, NY 13020 San Diego, CA 04563 
§18-555-7635 709-555-9404 


OBJECTIVE To work in analytical engineering and computer storage 


technology 


EDUCATION Renssetear Polytechnic Institute, Troy, NY 
BS in Computer Engineering, January 1967 
Minor: Electrical Engineering 

GPA: 2.87 


SPECIAL AWAROS Scholarships and Awards 
Renssetear Science Fair - Finalist 
Submated original theme project involving computer circuits 
and memory. 
Science Scholarship - R.P.1. Alumai Fund 
Partial academic scholarship for achievement in engineering 
science : 
Computer Society Award 
Received new ISM PS/2 personal computer for contribution to 
career Gay activities. 


EXPERIENCE Zigteld Electronics, San Diego, CA 
Circut Boerd Analyst 1985 to Present 
Worked summers and vacations designing, testing, and 
analyzing computer circuit boards for various technical 
equipment. 


COMPUTER SKILLS 


Machines: (BM PC/XTIAT, PS/2 and clones 
Apple " series and Macintosh (U series included) 


Languages: BASIC, COBOL, FORTRAN, C 
Programs: All programs by Spinnaker Software Corporation; 
OBASE fi, O&A, and many compatibles; Lotus 1-2-3 and many 
compatibties; Microsoft Word, WordPerfect. 
Operating Systems: MS-DOS, UNIX, XENIX 
(INTERESTS Computers, languages, travel, music, and hockey. 
REFERENCES Or. Regis Haringotn, Head of Engineering 
Rensseteer Polytechnic institute 
Troy, NY 13020 518-555-4263 


Additional eeferences available upon request. 


PROF, . 
SKLLs 


PROFEs 
SI 
SOCIETIES 


REFERENCES 


1ONA L 


NAL 


ipmen, ipme, 
— Divi 


A Py 
Marteane Professor 


et te 19K, 
“Site Y basis 
nt C Meetings 
Vision 'Poration, Rathy 
‘ay, NE 
1978 to 194) 
od Wave 


514-555-7789 703-555-4866 


OBJECTIVE 


To ubtem en entry level posmon that wall alluw me to begn e career 
wn markeung end pubkc relauons 


EDUCATION ~— Universay of Maryland, College Perk. MD 


Bachelor of Science wn Marketing, June 1986 
Minor, Pubsc Relauons 
GPA: 3 09 


EXPERIENCE — University of Maryland Public Relations Office, Cotlege Park, 


ACTIVITIES 


Adminstrewe Assistant 1986Di0 Present 
Assisted wan general office duties as well as public relauons wrung, 
telemarkeung and newspaper representation. Wrote e state-wide 
published erucie in 1987 regarding the student umon and &'s power 


Smyly's Supermarkets, Herndon, VA 
Cashier /Srh Manager 1981 to 1983 
Cashier for one year; promoted to Shift Manager, which involved 
scheduling employees, shift change management and balancing 
register drewers. 


Phi Kappa Sigma Sorority 

1985 to Present 

Supports campus and local functions to raise money for social and 
chantable events. 

Advertising Chairperson for 1986 and 1987. 

University of Maryland Marketing Association 

1986 to present. 

Class representative in charge of meeting notes and campus-wide 
club newsiezer. 


University of Maryland Women's Swimming Team 


1986 to 1988 
Swam competetively end won two trophies for second place in the 
400-meter butterfly event. 


PERSONAL interests indude swimming, spectator sports. calligraphy. graphic 


design, musc, i art and travel. | have traveled 
extensively through india, Nepal, and Tibet which included numerous 
excursions through the Himalayas. 


REFERENCES Available Loon request: 


Student 
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Christopher James Harrow 


58 Hunter Hill Road 
Gatloway, NC 78334 
(605) 555-9764 


OBJECTIVE To secure a position in the computer software field invotving 
product analysis, development and marketing. 


COMPUTER SKILLS Machines: (8M PS/2, PC, AT and XT 
Apple tt GS, Macintosh 
Commodore 64 and 128 
Languages: BASIC, FORTRAN, COBOL 
Programs: SPLASH!, BetterWorking Eight-in-One. 
BetterWorking Word Publisher, Pinstripe Presenter. 
BetterWorking Spreadsheet 
Operating Systems: OOS, GEOS 


EXPERIENCE Softco. Inc... Charotte, NC 
1985 to 1989 


“wmagine* program. 
EDUCATION University of North Carofina, Chapet Hil, NC 
: Bachetor of Science in Software Engineering, 1965 
Minor: Software Planning 


AWARDS AND HONORS | Most Outstanding Computer Software Scientist 1985 for 
development of a personal software package 8s a senior 
projec’ t. 
Dean's List 1961-1985 
Harrison Brinley Scholarship 1964-1985 


Computer 
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APPENDIX E: Other Resources 


What Color is Your Parachute 1989 by Richard Nelson Bolles. Ten Speed Press, Berkeley, 1989. 


Job Hunting Secrets and Tactics by Kirby W. Stanat with Patrick Reardon. Westwind Press, 
Milwaukee, 1977. 


Guerilla Tactics in the Job Market by Tom Jackson. Bantam Books, New York, 1980. 


The Damn Good Resume Guide by Yaba Parker. Ten Speed Press, Berkeley, 1986. 


The Perfect Resume, by Tom Jackson. Anchor Books, New York, 1981. 
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About Resume Kit 56 
Academic Format 7, 58 
Accuracy 105, 110 
Action words 109, 133 
Additional Tactics 117 
Address 8, 58 
After Etiquette124 
Agencies 112 
Appearance of Resume 104 
Appendices 133-139 
Apple Menu 56 

About Resume Kit 56 
Appointments 53, 99 
Attitude 125, 131 
Awards and Honors 26, 72 


Backup 3 
Dual Floppy Dive System 4 
Single Floppy Drive System 3 
Before You Begin 1 
Bending the Rules 105 
Benefits 128 
Beyond Resumes 110 
Boxes 
Category 9, 60 
Confirmation 2 
Title 9, 60 
Build Lists 50, 91 
Business Experience 11, 22, 62, 70 
Business Format 6, 58 


Calendar 51, 97 
Appointments 53, 99 
Close 53, 98 
Menu 97 
Open 51, 97 
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Category boxes 9, 60 
Categories, section 11, 62 
Business Experience 11, 62 

Computers/Languages 11, 29, 62, 75 
Education 11, 62 
Free Form 11, 62 
General Experience 11, 62 
Organizations/Societies11, 62 
Publications 11, 62 
References 11, 62 
Skills/Activities/Awards 11, 62 
Title Only 11, 62 

Chooser 41, 86 

Chronological format 106 

Close 


Calendar 53, 98 

Resume 82 
College Placement Offices 114 
Combination Formats 107 
Command Keys 2, 3 
Computer Format 6, 58 
Computers/Languages 11, 29, 62, 75 
Confirmation boxes 2 
Contacts 43, 94 

Data Base 43, 94 

Find 44, 96 

Menu 94 

Print One 45, 96 

Print List 45, 97 
Controversial categories105 

Job Objective 106 

Personal Information 105 

Photograph 106 

Salary Requirements 105 
Conventions, Professional 114 
Copyright Information viii 
Cover Letters 46, 116, 164 
Customer Service Information 1x 
Customization 36, 99 
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Edit 41, 88 

Clear 47, 89 

Commands 47, 88 

_ Copy 47, 89 

Cut 47, 89 

Menu 47, 89 

Paste 47, 89 

Undo 47, 88 
Education 11, 24, 25, 62, 71 
Engineering Format 6, 58 
Entering the Program 5, 55 
Envelope 

/Label Setup 50, 93 

Printing 49, 51, 92 
Etiquette 

After Etiquette 124 

Interview 121 
_ Executive Search Firms 114 
Exotic Resumes 105 
Experience 21, 68 


Federal Employment Agencies 115 
Files Menu 57 
Close Resume 82 
New Resume 57 
Open Resume 81 
Page Preview 84 
Page Set-up 85 
Print 86 
Quit 88 
Save 83 
Save As... 83 
Final Note 128 
Find Contact 44, 96 
Floppy Drive Systems 3, 4 
Dual 4 
Single 3 
Flush Left 41. 85 
Follow-up Letters 53, 129, 135 
Font 36, 99 
Size 36, 99 
Style 36, 99 
Format 36, 99 
Fonts 36, 99 
Layout 38, 101 
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Margins 37, 100 
Menu 99 

Free Form 11, 62 

Functional Skills Format 101 


General Format 6, 58 

General Experience 11, 22, 62, 69 
General Summary 16, 65 

Geographical Requirements 14, 64 
Getting Started 1 

Getting Your Foot in the Door 110, 117 


Hardware Requirements ii 
Hard Dive systems 
Headhunters 114 

Help 9, 60 

Honesty 110 

How to Use This Manual i 


ImageWriter 42, 85, 87 
Input screens 1-2 
Installing Resume Kit 4 
Interview 118 
- Attire 120 
Calling After 130 
Etiquette 122 
Grooming 120 
Informational 112 
Questions 127-128 
Rules 122-124 
Special Tactics 131 
Technique 127 
Introduction i 


Job Objective 12, 63, 106 
Justify 41, 85 


Label 
see Envelope/Label Setup 
Laser Writer 42, 86, 87 
Layout 38, 101 
Length 104 
Line 
Horizontal 41, 84 
Spacing 41, 85 | 
Vertical 41, 84 


Macintosh Basics You Will Need to Know 1 
Mailing List 50 
Mailing Menu 89 
Build Lists 50, 91 
Envelope/Label Set-up 50, 93 
Envelopes 49, 51, 92 
Send Letters 92 
Writer 46. 90 
Main Menu 5, 55 
Manual Standards 1 
Margins 37, 100 


Name 8, 58 
New Resume 5, 6, 57 
Newspaper 111, 113 
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Objective 12, 63, 106 
Opening the program 5, 55 
Open , 
Calendar 51, 97 

Resume 81 
Organizations/Societies 11, 27, 62, 73 
Other Sources 18, 115, 139 
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Package Information 11 
Page Preview 40, 84 
Flush left 41, 85 
Horizontal Line 41, 84 
Justify 41, 85 
Page breaks 41, 85 
Ruler 41, 84 
Spacing 41, 85 
Vertical Lines 41, 84 
Page Set-up 42, 85 
Paper 104 
Periodicals 113 
Personal 
Contacts 115 
Information 8, 31, 60, 77 
Personnel Offices 117 
Photographs 106 
Point Size 36, 99 
Position Objective 12, 63, 106 - 
Positive Attitude 131 
Printing 
Appointments 53, 99 
Contacts 45, 96-97 
Envelopes 49, 92 
Letters 49, 92 
Resume 41, 42, 86 
Private Employment Agencies 112 
Professional Format 7, 58 
Professional 
Registers 115 
Skills 18, 66 
Promotions 128 
Protocol 
Publications 11, 30, 62, 76 
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Quick and Easy format 6, 58 
Quick keys 2, 3 
see also Command keys 
Quit 88 
R 
References Guide 55 


References 11, 34, 62, 79 
Rejection 131 
Resume 
Body 11 
Close 82 
Customization 36, 99 
Editing 41 
Fonts 36, 99 
Layout 38, 101 
Main Information Screen 1, 59 
Margins 37, 100 
New 5, 57 
Open 81 
Page Preview 40, 84 
Print 41, 42, 86 
Quit 88 
Save 83 
Save As... 8, 83 
Resume Formats 6, 7, 58, 106 
Academic 7, 58 
Business 6, 58 
Computer 7, 58 
Engineering 6, 58 
General 6, 58 
Professional 7, 58 
Quick And Easy 6, 58 
Standard 6, 58 
Student 6, 58 
Resume Guidelines 103 
ABC’s 103 
Accuracy 105, 110 
Copy Quality 104 
Length 104 
Overall Appearance 104 
Paper 104 
Printing Quality 104 
Typeface 104 
Resume Tips 109 


Be Accurate and Honest 110 
Be Concise 109 
Inventory Skills and Background 109 
Use Action Words 109 
Ruler 41, 84 
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Salary 105, 128 
Save 83 
Save As... 8, 83 
Section 
Categories 11, 61 
Titles 10, 61 
Send Letters 92 
Skills/Activities/Awards 11, 18, 62 
Spacing 41, 85 
Standard format 6, 58 
State Employment Offices 115 
Student format 5, 58 


T 
Telephone Calls 117 
After the Interview 130 
Thank You Letters 53, 129, 135 
Title 
Boxes 9, 60 
Creating 8, 59 
Section 11, 60 
Title Only 11, 62 
Trade 
Journals 113 
Shows 114 
Typeface 104 
see also Fonts 
U 
Uncovering Job openings 110 
V 
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WwW 
Warranty viii 
Work Experience 21, 68 
Writer 46, 90 
Creating a letter 46, 90 
Printing 49 
WYSIWYG 40, 86 
4 
Y 
Yellow Pages 115 
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